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COMPREHENSIVE STUDENT DEVELOPMENT CURRICULUM

VISION STATEMENT

Students recognize choices and make decisions in their
personal lives, academic growth, career, and community
involvement with competence and confidence.

MISSION STATEMENT

Students lead successful and productive lives because
schools have incorporated a comprehensive approach to
student development throughout all levels of education.
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INTRODUCTION

This series of comprehensive student development curriculum guides were
developed in response to needs expressed by business and other
organizations throughout the Southwest Florida School-To-Careers Consortium,
a five-county alliance that includes Charlotte, Collier, Glades, Hendry, and
Lee County School Districts; Edison Community College and Florida Gulf Coast
University. The grant specified that school-to-career philosophies and
activities needed to be institutionalized beyond the life of any funding and
that to do so would be most effective by codifying a K-Postsecondary
curriculum.

Student development is most frequently and properly located under the
training and responsibility of counselors, the student development specialists
in educational institutions. Their training includes curriculum in career
awareness, planning, and choice as well as individual development. They
were thus selected as the team leaders and the majority of the writing team
to develop these curriculum frameworks and guides. Other educators from
related fields were also included.

The curriculum writing team represented all levels of education and all
involved districts. The team consisted of the following:

Elementary School (K-5):
Team Leaders: Susan Shoemaker, Lee County

Mary Fischer, Lee County
Ann Cole, Lee County
Susan Rose, Charlotte County
Mary Lowell, Charlotte County

Middle School (6-8):
Team Leader: Sharon Zebley, Lee County

Karen David, Collier County
Anthony Lettiere, Collier County
Deborah Marsh, Charlotte County

Southwest Florida School-To-Careers Consortium
Comprehensive Student Development Curriculum
Post-Secondary
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High School (9-12):
Team Leaders: Jack Pause, Glades County

Christopher B. Smith, Collier County
Vicki Chipman, Hendry County
Janice Foster, Hendry County
Jessica Owen, Charlotte County

Post-secondary (Freshman-Senior)
Team Leaders: Dr. Lorraine Guth, Florida Gulf Coast University

Susan Potts, Edison Community College
Cheryl Lynn Drat ler, Career Counselor

Russ Crawford, Lee County
Yolanda Flores, Collier County
Carolyn Gorton, Charlotte County
Nancy lacovone, Collier County

Exceptional Student Education
Team Leader: Mary Fischer, Lee County

James Bedrava, Collier County
Christine Ford, Collier County
Richard Hollis, M.Ed., Job Smart, Inc.
Brenda Lazarus, Florida Gulf Coast University
Jessica Owen, Charlotte County
Donna Robson, Lee County

Evaluation Team:
Team Leader: Dr. Madelyn Isaacs, Florida Gulf Coast University

Jack Pause, STC Coordinator
Susan Potts, Edison Community College
Susan Shoemaker, Lee County
Lynn Thiewes;Collier County

The writing project was coordinated by:
Dr. Madelyn Isaacs, Florida Gulf.Coast University
Dr. Lee O'Hare, Lee County Schools
Jack Pause, STC Coordinator

The manuscript was initially prepared by Dr. Scott Fry, Hendry County and was
edited by Dr. Madelyn Isaacs, Florida Gulf Coast University. The revised

Southwest Florida School-To-Careers Consortium
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manuscript was prepared by Stacie Kidwell and edited by Dr. Madelyn
Isaacs, Jack Pause, Susan Potts and Susan Shoemaker.

The process of development began with the adaptation of Florida's Student
Development Program into a matrix of goals and outcomes. The program
was already geared toward comprehensive student development and the
infusion of school-to-work concepts and activities. Once the matrix for K-post-
secondary curriculum outcomes was identified, the writing team met as a
large group, divided into subgroups based on levels of experience and the
need for overlap and transitions between school levels, and compiled
activities for each applicable outcome in school-based, connecting, and
work-based environments.

The curriculum is designed as a whole with special attention to transitions
between levels. However, it is presented in sections by school level;
elementary, middle, high, and post-secondary. Districts and post-secondary
institutions are expected to review the total curriculum, customize it to best
meet individual district/institutional needs and goals, and begin to
disseminate the curriculum by training counselors and administrators in its

outcomes and activities.

Each level specifies competencies presumed to exist upon student entry and
exit competencies for which it would be accountable. Each curriculum
section contains such a statement. This statement is followed by a chart of
how the curriculum coordinates with Florida's Sunshine State Standards in
Health and Social Studies. These subject areas are most often infused
throughout the Student Development Domains.

Southwest Florida School-To-Careers Consortium
Comprehensive Student Development Curriculum
Post-Secondary
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USING THIS CURRICULUM GUIDE

This curriculum guide is organized into four curriculum categories: Academic
Achievement (AA), Career Development (CD), Personal and Social
Development (PSD), and Community Involvement (CI). Each of these four
areas is further subdivided into general goals and attendant student
outcomes. The curriculum categories, goals, and outcomes are designated
by letter codes and numbers. Thus "CD 2.2" translates to mean Career
Development Goal number 2, "Understand interrelationships among life roles
and the world of work", and outcome number 2, "describe the advantages
of various life role options."

For some goal and outcome areas, an "N/A" or "Not Applicable" is

designated. For these, it was determined that the outcome or goal was
either not applicable yet to the age/grade/developmental level or had been
adequately covered previously. For information about how other levels have
addressed specified outcomes, see the curriculum guides in their entirety.

Activities are meant as examples of the range of possible activities to meet
any particular outcome or goal. These are listed in the appendices and
copies are included in the back of the curriculum guide. It is assumed that
there are many other activities already developed or to be developed which
can also meet curriculum goals. A reference section accompanies each
guide. Some extended reference material was adapted from Insights from
the Florida Department of Education, Bureau of Career Development, and
Developmental Guidance: Classroom Activities from the Center on Education
and Work at the University of Wisconsin at Madison. These two curriculum
guides are especially recommended although may other quality collections
of activities exist and could be appropriate and useful.

This manual covers all levels of postsecondary education: vocational or
technical; two year college degree programs; and four year college
programs. As such it is critical to recognize that students entering any of these
levels may be older and may not have experienced current student
development curriculum in school. In fact, some students may not have
completed high school and may be entering postsecondary study with a
GED. These students will need assistance obtaining entering competencies as

Southwest Florida School-To-Careers Consortium
Comprehensive Student Development Curriculum
Post-Secondary
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specified below before they can fully benefit from this student development
curriculum.

There are many similarities to the activities and expectations of student
development but there are also differences in terms of time to complete
programs, level of student performance, and available time to introduce
activities and achieve learning objectives. Student development
professionals should carefully consider the range of activities and learning
objectives appropriate for the student population and program for which
they are planning.

Southwest Florida School-To-Careers Consortium
Comprehensive Student Development Curriculum
Post-Secondary 1 0



The Secretary's Commission on Achieving
Necessary Competencies (SCANS)

SCANS: FIVE COMPETENCIES

Resources: Identifies, organizes, plans, and allocates resources
A. Time - Selects goal-relevant activities, ranks them, allocates time, and

prepares and follows schedules
B. Money- Uses or prepares budgets, makes forecasts, keeps records, and makes

adjustments to meet objectives
C. Material and Facilities - Acquires, stores, allocates, and uses materials or space efficiently
D Human Resources - Assesses skills and distributes work accordingly, evaluates

performance and provides feedback

Interpersonal: Works with others
A. Participates as a Member of a Team - contributes to group effort
B. Teaches Others New Skills
C. Serves Clients/Customers - works to satisfy customers' expectations
D. Exercises Leadership - communicates ideas to justify position, persuades and, convinces

others, responsibly challenges existing procedures and policies
E. Negotiates - works toward agreements involving exchange of resources, resolves

divergent interests
F. Works with Diversity - works well with men and women from diverse backgrounds

Information: Acquires and uses information
A. Acquires and Evaluates Information
B. Organizes and Maintains Information
C. Interprets and Communicates Information
D. Uses Computers to Process information

Systems: Understands complex inter-relationships
A. Understands Systems - knows how social, organizational, and technological

systems work and operates effectively with them
B. Monitors and Corrects Performance - distinguishes trends, predicts impacts on system

operations, diagnoses deviations in systems' performance and corrects malfunctions
C. Improves or Designs Systems - suggests modifications to existing systems and develops

new or alternative systems to improve performance

Technology: Works with a variety of technologies
A. Selects Technology - chooses procedures, tools or equipment including computers and

related technologies
B. Applied Technology to Task - Understands overall intent and proper procedures for setup

and operation of equipment
C. Maintains and Troubleshoots Equipment - Prevents, identifies, or solves problems with

equipment, including computers and other technologies

Southwest Florida School to Careers Consortium
Comprehensive Student Development Curriculum
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The Secretary's Commission on Achieving
Necessary Skills (SCANS)

A THREE-PART FOUNDATION
Basic Skills: Reads, writes, performs arithmetic and mathematical operations, listens and
speaks
A. Reading - locates, understands, and interprets written information in prose and in

documents such as manuals, graphs, and schedules
B. Writing - communicates thoughts, ideas, information, and messages in writing; and

creates documents such as letters, directions, manuals, reports, graphs, and flow charts
C. Arithmetic/Mathematics - performs basic computations and approaches practical

problems by choosing appropriately from a variety of mathematical techniques
0. Listening- receives, attends to, interprets, and responds to verbal messages and other

cues
E. Speaking- organizes ideas and communicates orally

Thinking Skills: thinks creatively, makes decisions, solves problems, visualizes, knows how
to learn, and reasons
A. Creative Thinking- generates new ideas
B. Decision Making- specifies goals and constraints, generates alternatives, considers risks,

and evaluates and chooses best alternative
C. Problem Solving - recognizes problems and devises and implements plan of action
D. Seeing Things in the Mind's Eye- organizes, and processes symbols, pictures, graphs,

objects, and other information
E. Knowing How-to-Learn - uses efficient learning techniques to acquire and apply new

knowledge and skills
F. Reasoning- discovers a rule or principle underlying the relationship between two or more

objects and applies it when solving a problem

Personal Qualities: Displays responsibility, self-esteem, sociability, self-management, and
integrity

A. Responsibility- exerts a high level of effort and perseveres towards goal attainment
B. Self-Esteem - believes in own self-worth and maintains a positive view of self
C. Sociability - demonstrates understanding, friendliness, adaptability, empathy, and

politeness in group settings
D. Self-Management assesses self accurately, sets personal goals, monitors progress, and

exhibits self-control
E. integrity/Honesty - chooses ethical courses of action

Southwest Florida School to Careers Consortium
Comprehensive Student Development Curriculum
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Enterina competencies:
Students who graduate from a high school in the 5 county service area, will
enter their freshman year with the following competencies:

1. Identify, apply for, interview for and obtain employment
2. Identify and apply for financial assistance as appropriate
3. Enter a community or four year college with 4/6 year plan to facilitate

transition
4. Identify life skills and plan first year out of high school life arrangements
5. Identify preliminary life plan and goals
6. Develop a financial plan

Students who are "new to the system" (i.e. Out of state students, non
traditional, GED recipients) and to these in-process experiences will be
provided with a packet of materials and/or orientation activities. These
materials and activities were designed to help students to obtain the entering
competencies.

Vocational/Technical Certificate General Competencies:

Students completing a one-to-Iwo year vocational/technical certificate
program prepared to enter the workforce will develop the following
competencies:

1. Understand program and certification requirements.
2. Monitor progress toward certificate completion.
3. Clarify educational and career plans.
4. Understand program policies, procedures, and responsibilities.
5. Develop and use skills through participation in cooperative, field, and

internship experiences and/or service learning.
6. Develop and use effective job search strategies.
7. Learn benefits of community involvement and connection to career goals

and personal development.
8. Develop and/or solidify social and interpersonal skills.
9. Learn the value of co-curricular or extra-curricular activities.
10. Join and participate in local or regional occupational organization.
11. Clarify and learn workforce behavior, expectations and skills.
12. Develop and use skills to work on a variety of different technologies.
13. Understand complex interrelationships.

Southwest Florida School-To-Careers Consortium
Comprehensive Student Development Curriculum
Post-Secondary

13



Vocational/Technical Certificate Exit Competencies:

Students cornpleting a one-to-two year vocational/technical certificate
program will be prepared to enter the workforce or continue with their
education:

1. Develop an exit checklist to ensure smooth transition to certification and
employment in field.

2. Develop resume and/or occupational portfolio that highlights
occupational skills, certificates achieved, and awareness of job
match/marketability.

3. Identify, apply for, interview for, and obtain highest level of occupational
certificate.

4. Identify, apply for, interview for, and obtain highest level of employment.
5. Articulate the life skills to plan first year out of program.
6. Understand the benefits of continuing education and development.
7. Manage time and stress wisely.
8. Use community resources for upgrade training and volunteer work.
9. Join extracurricular and/or job-related organizations.
10.Identify a "career ladder" for their chosen career field.
11. Understand articulation agreements with other post-secondary institutions.
12.Complete enrollment paperwork for entrance into college.
13.Continue to develop desirable worker traits throughout career.

Southwest Florida School-To-Careers Consortium
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Freshman and Sophomore Levels

A.A. Degree General Competencies:

Students graduating with an A.A. degree or finishing the Sophomore year in a
baccalaureate institution will develop the following competencies:

1. Understand degree requirements
2. Monitor academic progress
3. Clarify educational and career plans
4. Understand policies, procedures, and responsibilities
5. Understand about on and off campus resources
6. Develop effective learning strategies and techniques for college success
7. Understand benefits of community involvement and connection to career

goals and personal development
8. Develop and/or solidify so.cial and interpersonal skills
9. Understand value of joining co-curricular or extra-curricular activities
10. Understand entrance requirements for upper division level
11. Develop skills through internships, service learning, and coop experiences

A.A. Degree Exit competencies:

Students graduating with an A.A. degree or finishing the Sophomore year in a
baccalaureate institution will exit with the following competencies:

1. Complete transfer applications
2. Complete scholarship and financial aid applications
3. Complete CLAST and other testing
4. Continue to monitor academic progress
5. Solidify a program of study
6. Visit upper level institution(s) to explore educational options
7. Develop plan for orientations and/or placement testing at upper level

institutions
8. Develop an exit checklist to ensure smooth transition to next level
9. Identify a life plan and goals
10. Identify life skills to plan for junior year of college
11. Understand the benefits of participating in alumni activities

Southwest Florida School-To-Careers Consortium
Comprehensive Student Development Curriculum
Post-Secondary
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A.S. Degree General Competencies:

Students graduating with an A.S. degree prepared to enter the workforce will
develop the following competencies:

1. Understand degree requirements
2. Monitor academic progress
3. Clarify educational and career plans
4. Understand policies, procedures, and responsibilities
5. Learn about on and off campus resources
6. Develop effective learning strategies and techniques for college success
7. Develop effective strategies for job search
8. Learn benefits of community involvement and connection to career goals

and personal development
9. Develop and/or solidify social and interpersonal skills
10. Learn value of joining co-curricular or extra-curricular activities
11. Clarify and learn workforce behavior, expectations, and skills
12. Develop skills through internships, service learning, and coop experiences

A.S. Degree Exit Competencies:

Students graduating with an A.S. degree prepared to enter the workforce will
exit with the following competencies:

1. Develop an exit checklist to ensure smooth transition to next level
2. Identify, apply for, interview for, and obtain employment
3. Identify life skills to plan first year out of college
4. Articulate the skills obtained for degree and have an awareness of job

match/marketability
5. Identify a life plan and goals
6. Understand benefits of participating in alumni activities

Southwest Florida School-To-Careers Consortium
Comprehensive Student Development Curriculum
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Junior and Senior Levels

General Competencies:

Students who transfer with an Associate degree or continue from lower
division will develop the following competencies:

1. Understand degree requirements for upper division level
2. Monitor academic progress
3. Clarify educational and career plans
4. Understand policies, procedures, and responsibilities
5. Complete scholarship and financial aid applications
6. Understand on and off campus resources
7. Develop effective learning strategies and techniques for college success
8. Understand the benefits of community involvement and connection to

career goals and personal development
9. Develop and/or solidify social and interpersonal skills
10. Understand value of joining co-curricular or extra-curricular activities
11. Understand benefits of membership in professional associations
12. Understand benefits of professional presentations and publications
13. Understand entrance requirements for graduate level education

Exit competencies for Students Entering Workforce:

Students who graduate with a baccalaureate degree prepared to enter the
workforce will exit with the following competencies:

1. Develop an exit checklist to ensure smooth transition to world of work
2. Identify a life plan and goals
3. Can identify, apply for, interview for, and obtain employment
4. Identify life skills to plan first year out of college
5. Articulate the skills obtained for degree and have an awareness of job

match/marketability
6. Understand certification and professional licensure requirements if

applicable
7. Plan and/or complete certificatioh or professional licensure applications

and/or examinations if applicable
8. Understand benefits of membership in professional associations
9. Understand benefits of professional presentations and publications

Southwest Florida School-To-Careers Consortium
Comprehensive Student Development Curriculum
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Exit Competencies for Students Entering Graduate Level Education:

Students who graduate with a baccalaureate degree prepared to enter
graduate level education will exit with the following competencies:

1. Develop an exit checklist to ensure smooth transition to next educational
level

2. Identify a life plan and goals
3. Understand entrance and degree requirements for graduate level

education
4. Monitor academic progress
5. Clarify educational and career plans
6. Understand policies, procedures, and responsibilities
7. Visit upper level institution(s) to explore educational options
8. Complete graduate school applications
9. Apply for assistantships, fellowships, and financial aid
10. Graduate entrance testing finalized
11. Understand benefits of membership in professional associations
12. Understand benefits of professional presentations and publications

Southwest Florida School-To-Careers Consortium
Comprehensive Student Development Curriculum
Post-Secondary

18



C
O

R
R

E
LA

T
IO

N
 M

A
T

R
IX

 B
E

T
W

E
E

N
 S

T
U

D
E

N
T

 D
E

V
E

LO
P

M
E

N
T

 D
O

M
A

IN
S

 A
N

D
 G

O
A

LS
 A

N
D

 S
U

N
S

H
IN

E
 S

T
A

T
E

 S
T

A
N

D
A

R
D

S
:

C
O

M
P

R
H

E
N

S
IV

E
 S

T
U

D
E

N
T

 D
E

V
E

LO
P

M
E

N
T

 C
U

R
R

IC
U

LU
M

P
O

S
T

-S
E

C
O

N
D

A
R

Y
 L

E
V

E
L 

(V
oc

at
io

na
l-T

ec
hn

ic
al

)

S
tu

de
nt

 D
ev

el
op

m
en

t
S

ch
oo

l-B
as

ed
 O

ut
co

m
es

S
ch

oo
l-B

as
ed

 A
ct

iv
iti

es
C

on
ne

ct
in

g 
A

ct
iv

iti
es

W
or

k-
B

as
ed

 A
ct

iv
iti

es

A
C

A
D

E
M

IC
A

C
H

IE
V

E
M

E
N

T
A

A
 1

.0
 U

nd
er

st
an

d
an

d 
pa

rt
ic

ip
at

e 
in

a 
sc

ho
ol

en
vi

ro
nm

en
t.

1.
1 

K
no

w
 s

ch
oo

l
pr

oc
ed

ur
es

 in
 o

rd
er

 to
co

op
er

at
e 

an
d 

ta
ke

 p
ar

t
in

 a
 s

ha
re

d 
le

ar
ni

ng
en

vi
ro

nm
en

t.

S
tu

de
nt

 o
rie

nt
at

io
n 

w
ith

 r
ev

ie
w

of
 c

at
al

og
 a

nd
 h

an
db

oo
k.

(S
ee

 A
pp

en
di

x 
1.

10
-1

.1
2)

N
/A

D
is

cu
ss

 e
m

pl
oy

ee
or

ie
nt

at
io

n 
pr

oc
es

s 
w

ith
an

 e
m

pl
oy

er
 a

nd
 g

et
 a

'P
ol

ic
ie

s 
an

d
P

ro
ce

du
re

s"
 m

an
ua

l.
(S

ee
 A

pp
en

di
x 

1.
13

)

1.
2 

D
em

on
st

ra
te

 a
po

si
tiv

e 
tr

an
si

tio
n 

fr
om

on
e 

ac
ad

em
ic

 le
ve

l t
o

an
ot

he
r 

an
d 

be
tw

ee
n

sc
ho

ol
s.

In
te

rn
et

 s
ea

rc
h 

fo
r 

po
st

-
se

co
nd

ar
y 

tr
ai

ni
ng

 fa
ci

lit
ie

s;
du

al
 e

nr
ol

lm
en

t; 
S

ch
oo

l
S

uc
ce

ss
 S

ki
lls

 c
ou

rs
e 

(S
ee

A
ID

P
en

di
x 

1.
14

);
 c

ou
ns

el
in

g 
on

fin
an

ci
al

 a
id

 (
S

ee
 A

pp
en

di
x

1.
15

),
 p

la
ce

m
en

t t
es

tin
g 

(S
ee

A
pp

en
di

x 
1.

16
) 

an
d 

tr
an

sf
er

po
lic

ie
s.

M
ee

t w
ith

 a
 c

ou
ns

el
or

 to
di

sc
us

s 
fin

an
ci

al
 a

id
,

pl
ac

em
en

t t
es

tin
g 

an
d

tr
an

sf
er

 o
pt

io
ns

,

V
is

it 
a 

lo
ca

l e
m

pl
oy

er
an

d 
di

sc
us

s 
"R

ai
se

an
d 

P
ro

m
ot

io
n"

po
lic

ie
s.

1.
3 

D
em

on
st

ra
te

be
ha

vi
or

 th
at

 r
ef

le
ct

s
po

si
tiv

e 
w

or
ki

ng
re

la
tio

ns
hi

ps
 w

ith
te

ac
he

rs
 a

nd
 c

la
ss

m
at

es
.

C
ol

la
bo

ra
tiv

e 
le

ar
ni

ng
 a

nd
gr

ou
p 

pr
oj

ec
ts

. C
om

pl
et

e 
an

"E
m

pl
oy

ab
ili

ty
 S

ki
lls

" 
se

lf-
ev

al
ua

tio
n,

N
/A

W
or

k 
pa

rt
-t

im
e 

in
 a

 jo
b

as
si

gn
m

en
t a

nd
 h

av
e

an
 e

m
pl

oy
er

 c
om

pl
et

e
a 

jo
b 

ev
al

ua
tio

n.

1.
4 

D
es

cr
ib

e 
sc

ho
ol

 a
nd

te
ac

he
r 

ev
al

ua
tio

n
pr

oc
ed

ur
es

 s
uc

h 
as

pr
og

re
ss

 r
ep

or
ts

, g
ra

de
po

in
t a

ve
ra

ge
, c

la
ss

cr
ed

its
, a

nd
 r

el
at

ed
su

bj
ec

ts
 fo

r 
gr

ad
ua

tio
n.

C
om

pe
te

nc
y 

ch
ec

kl
is

ts
;

pr
og

re
ss

 r
ep

or
ts

, c
ou

rs
e 

sy
lla

bi
;

ev
al

ua
tio

ns
. (

S
ee

 A
pp

en
di

ce
s

1.
14

, 1
.1

7)

N
/A

F
ie

ld
 e

xp
er

ie
nc

e
ev

al
ua

tio
ns

 (
S

ee
A

pp
en

di
ce

s 
1.

18
, 1

.1
9)

.



C
O

M
P

R
E

H
E

N
S

IV
E

 S
T

U
D

E
N

T
 D

E
V

E
LO

P
M

E
N

T
 C

U
R

R
IC

U
LU

M
 M

A
T

R
IS

P
O

S
T

-S
E

C
O

N
D

A
R

Y
 L

E
V

E
L 

(V
oc

at
io

na
l-T

ec
hn

ic
al

)

S
tu

de
nt

 D
ev

el
op

m
en

t
S

ch
oo

l-B
as

ed
 O

ut
co

m
es

S
ch

oo
l-B

as
ed

 A
ct

iv
iti

es
C

on
ne

ct
in

g 
A

ct
iv

iti
es

W
or

k-
B

as
ed

 A
ct

iv
iti

es
A

A
 2

.0
 D

ev
el

op
E

ffe
ct

iv
e 

st
ud

y 
sk

ill
s.

2.
1 

Id
en

tif
y 

co
m

m
on

 s
tu

dy
sk

ill
s 

an
d 

ha
bi

ts
 th

at
co

nt
rib

ut
e 

to
 s

ch
oo

l
su

cc
es

s.

A
tte

nd
 s

tu
dy

 s
ki

lls
 c

la
ss

 in
re

m
ed

ia
l l

ab
; p

ee
r

m
en

to
rin

g;
 tu

to
rin

g 
se

rv
ic

es
.

(S
ee

 A
pp

en
di

ce
s 

1.
20

, 1
.2

1)

W
or

k 
w

ith
 a

 m
en

to
r 

fr
om

 a
re

la
te

d 
ca

re
er

 fi
el

d;
 b

e 
a

m
en

to
r 

fo
r 

hi
gh

 s
ch

oo
l

st
ud

en
t. 

E
nr

ol
l i

n 
a 

S
tu

de
nt

S
uc

ce
ss

 S
ki

lls
 c

ou
rs

e.

V
is

it 
an

 e
m

pl
oy

er
 a

nd
 g

et
a 

sa
m

pl
e 

of
 a

 ty
pi

ca
l

as
si

gn
m

en
t t

ha
t w

ou
ld

re
qu

ire
 s

tu
dy

 s
ki

lls
.

2.
2 

Id
en

tif
y 

an
d 

ev
al

ua
te

hi
s/

he
r 

st
ud

y 
sk

ill
s 

us
ed

 in
sc

ho
ol

, e
xa

m
in

in
g

st
re

ng
th

s 
an

d 
ar

ea
s 

th
at

ne
ed

 im
pr

ov
em

en
t.

C
ha

rt
 m

et
ho

ds
 o

f s
tu

dy
in

g
fo

r 
a 

te
st

. A
sk

 o
th

er
 c

la
ss

m
em

be
rs

 to
 c

ha
rt

 th
ei

r
st

ud
y 

ha
bi

ts
. C

om
pa

re
 a

nd
di

sc
us

s.

N
/A

In
ve

st
ig

at
e 

co
nt

in
ui

ng
ed

uc
at

io
n 

co
ur

se
s.

2.
3 

D
es

cr
ib

e 
an

d 
lis

t h
ow

st
ud

y 
sk

ill
s 

an
d 

ha
bi

ts
 fo

r
sc

ho
ol

 s
uc

ce
ss

 in
 li

fe
/a

nd
or

 c
ar

ee
rs

.

M
ak

e 
a 

po
st

 th
at

 c
om

pa
re

s
su

cc
es

s 
in

 s
ch

oo
l w

ith
su

cc
es

s 
in

 li
fe

 a
nd

 s
ho

w
ho

w
 s

tu
dy

 s
ki

lls
 r

el
at

e.

V
ol

un
te

er
 to

 b
e 

a
pr

es
en

te
r 

fo
r 

a 
hi

gh
 s

ch
oo

l
cl

as
s 

an
d 

us
e 

th
e 

po
st

er
 to

di
sc

us
s 

st
ud

y 
sk

ill
s 

an
d

su
cc

es
s.

In
te

rv
ie

w
 a

 lo
ca

l e
m

pl
oy

er
fr

om
 y

ou
r 

ca
re

er
 fi

el
d 

an
d

di
sc

us
s 

st
ud

y 
te

ch
ni

qu
es

he
/s

he
 u

se
s.

2.
4 

D
ef

in
e 

re
sp

on
si

bi
lit

y
an

d 
ho

w
 it

 r
el

at
es

 to
 th

e
w

or
k 

pl
ac

e 
an

d 
sc

ho
ol

.

W
or

k 
in

 g
ro

up
s 

of
 4

 6
st

ud
en

ts
 a

nd
 li

st
 ty

pe
s 

of
re

sp
on

si
bi

lit
y 

an
d 

ho
w

 th
ey

re
la

te
 to

 w
or

k.

N
/A

In
te

rv
ie

w
 s

om
eo

ne
 w

ho
 is

su
cc

es
sf

ul
 in

 li
fe

 a
nd

 a
sk

fo
r 

th
e 

to
p 

te
n 

ha
bi

ts
he

/s
he

 h
as

 d
ev

el
op

ed
.

S
ha

do
w

 s
om

eo
ne

 fr
om

yo
ur

 c
ar

ee
r 

fie
ld

 a
nd

 k
ee

p
a 

di
ar

y 
of

 th
ei

r 
re

sp
on

si
bl

e
ac

tio
ns

.
A

A
 3

.0
 D

ev
el

op
ef

fe
ct

iv
e 

tim
e

m
an

ag
em

en
t s

ki
lls

.
(S

ee
 A

pp
en

di
x 

1.
22

)

3.
1 

Id
en

tif
y 

tim
e 

fr
am

es
 fo

r
co

m
pl

et
in

g 
ac

ad
em

ic
ta

sk
s 

an
d 

as
si

gn
m

en
ts

.

A
tte

nd
 a

 ti
m

e
m

an
ag

em
en

t w
or

ks
ho

p;
en

ro
ll 

in
 S

tu
de

nt
 S

uc
ce

ss
S

ki
lls

.

R
ea

d 
bo

ok
s 

on
 li

m
e

m
an

ag
em

en
t s

uc
h 

as
 T

he
O

ne
 M

in
ut

e 
M

an
ag

er
 o

r
S

ev
en

 H
ab

its
 o

f H
ig

hl
y

E
ffe

ct
iv

e 
P

eo
pl

e.

V
is

it 
a 

w
or

k 
su

pe
rv

is
or

 a
nd

a 
m

an
ag

er
. R

ev
ie

w
 th

ei
r

sc
he

du
le

 a
nd

 ti
m

e
m

an
ag

em
en

t t
ec

hn
iq

ue
s.

21
2 

2



C
O

M
P

R
E

H
E

N
S

IV
E

 S
T

U
D

E
N

T
 D

E
V

E
LO

P
M

E
N

T
 C

U
R

R
IC

U
LU

M
 M

A
T

R
IX

P
O

S
T

 S
E

C
O

N
D

A
R

Y
 L

E
V

E
L 

(V
oc

at
io

na
l-T

ec
hn

ic
al

)
'S

tu
de

nt
 D

ev
el

op
m

en
t

S
ch

oo
l-B

as
ed

 O
ut

co
m

es
S

ch
oo

l-B
as

ed
 A

ct
iv

iti
es

Li
nk

in
g 

A
ct

iv
iti

es
C

om
pl

et
e 

a 
"t

im
e 

st
ud

y"
of

 p
er

so
na

l a
nd

 w
or

k
ac

tiv
iti

es
 a

nd
 d

et
er

m
in

e
w

he
re

 s
ch

ed
ul

e 
ca

n 
be

ad
ju

st
ed

.

W
or

k-
B

as
ed

 A
ct

iv
iti

es
In

te
rv

ie
w

 a
 s

up
er

vi
so

r 
or

m
an

ag
er

 a
nd

 d
is

cu
ss

 th
e

m
ea

ni
ng

 o
f w

or
k 

ta
sk

s 
th

at
co

ul
d 

be
 c

on
si

de
re

d
`s

R
U

S
H

,"
 "

A
S

A
P

,"
 o

r
"R

O
U

T
IN

E
."

 C
ite

 e
xa

m
pl

es
of

 e
ac

h 
an

d 
ho

w
 to

m
an

ag
e 

th
ei

r 
co

m
pl

et
io

n.

3.
2 

C
re

at
e 

a 
w

ee
kl

y
or

ga
ni

ze
r/

sc
he

du
le

in
di

ca
tin

g 
da

te
s 

an
d

tim
es

 fo
r 

co
m

pl
et

io
n 

of
as

si
gn

m
en

ts
.

D
ev

el
op

 a
 p

la
n 

of
 a

ct
io

n
fo

r 
ac

ad
em

ic
 a

nd
 r

ou
tin

e
ta

sk
s.

3.
3 

A
dd

 o
th

er
 r

ou
tin

e 
ta

sk
s

to
 o

rg
an

iz
er

/s
ch

ed
ul

e.
C

om
pl

et
e 

th
e

or
ga

ni
ze

r/
sc

he
du

le
 fo

r 
a

on
e-

m
on

th
 p

er
io

d.

N
/A

.

N
/A

3.
4 

E
va

lu
at

e
m

an
ag

em
en

t o
f

ac
ad

em
ic

 a
nd

 r
ou

tin
e

ta
sk

s 
ba

se
d 

on
 o

ut
co

m
es

.

C
he

ck
 a

ca
de

m
ic

 p
ro

gr
es

s
at

 m
id

te
rm

 a
nd

 e
nd

 o
f

se
m

es
te

r.

N
/A

N
/A

A
A

 4
.0

 D
ev

el
op

ef
fe

ct
iv

e 
st

re
ss

m
an

ag
em

en
t s

ki
lls

.
(S

ee
 A

pp
en

di
x 

1.
23

)

4.
1 

Id
en

tif
y 

an
d 

lis
t t

yp
ic

al
ev

en
ts

 a
nd

 s
itu

at
io

ns
 th

at
ar

e 
st

re
ss

fu
l i

n 
sc

ho
ol

 a
nd

di
ffe

re
nt

 s
ta

ge
s 

of
 li

fe
,

In
 s

m
al

l, 
br

ai
ns

to
rm

 id
ea

s 
on

st
re

ss
fu

l s
itu

at
io

ns
 p

er
so

na
l

to
 e

ac
h 

st
ud

en
t. 

C
ha

rt
 o

n
a 

lif
el

in
e,

R
es

ea
rc

h 
se

rv
ic

es
 th

ro
ug

h
E

A
P

 o
f a

n 
em

pl
oy

er
 in

 y
ou

r
fie

ld
.

In
te

rv
ie

w
 w

or
ke

rs
 fr

om
 jo

bs
re

la
te

d 
to

 y
ou

r 
m

aj
or

st
ud

ie
s.

 A
sk

 a
bo

ut
 a

re
as

of
 s

tr
es

s 
on

 th
e 

jo
b.

4.
2 

C
ite

 b
as

ic
 s

ki
lls

 r
el

at
ed

to
 a

nd
 m

et
ho

ds
 o

f c
op

in
g

w
ith

 te
st

 a
nx

ie
ty

 a
nd

 o
th

er
sc

ho
ol

-r
el

at
ed

 s
tr

es
s.

Li
st

 id
ea

s 
fo

r 
co

pi
ng

 w
ith

te
st

 a
nx

ie
ty

 a
nd

 s
ch

oo
l

st
re

ss
es

; a
tte

nd
 S

tu
de

nt
S

uc
ce

ss
 S

ki
lls

 c
la

ss
; p

ee
r

co
un

se
lin

g,

A
tte

nd
 s

tr
es

s 
m

an
ag

em
en

t
se

m
in

ar
s,

 p
er

so
na

l
co

un
se

lin
g 

se
ss

io
ns

, p
ee

r
gr

ou
ps

, a
nd

 c
om

m
un

ity
su

pp
or

t g
ro

up
s.

 (
S

ee
A

pp
en

di
x 

1.
24

)

R
es

ea
rc

h 
co

m
pa

ny
po

lic
ie

s 
on

 e
m

pl
oy

ee
as

si
st

an
ce

 p
ro

gr
am

s.

4.
3 

Id
en

tif
y 

st
ra

te
gi

es
 to

ov
er

co
m

e 
ba

rr
ie

rs
 to

sc
ho

ol
 s

uc
ce

ss
.

W
rit

e 
a 

st
ra

te
gy

 fo
r 

de
al

in
g

w
ith

 s
tr

es
s 

in
 y

ou
r 

lif
e,

R
es

ea
rc

h 
bi

og
ra

ph
ie

s 
of

fa
m

ou
s 

pe
op

le
 w

ho
 h

av
e

ov
er

co
m

e 
od

ds
 a

nd
ac

hi
ev

ed
 s

uc
ce

ss
.

N
/A

4



C
O

M
P

R
E

H
E

N
S

IV
E

 S
T

U
D

E
N

T
 D

E
V

E
LO

P
M

E
N

T
 C

U
R

R
IC

U
LU

M
 M

A
T

R
IX

P
O

S
T

 S
E

C
O

N
D

A
R

Y
 L

E
V

E
L 

(V
oc

at
io

na
l-T

ec
hn

ic
al

)
S

tu
de

nt
 D

ev
el

op
m

en
t

A
A

 5
.0

 U
nd

er
st

an
d

th
e 

im
po

rt
an

ce
 o

f
at

tit
ud

e 
on

 th
e 

jo
b

an
d 

to
w

ar
d

ac
ad

em
ic

ac
hi

ev
em

en
t. 

Le
ar

n
to

 d
ea

l w
ith

 a
ll

pe
rs

on
al

ity
 ty

pe
s.

(S
ee

 A
pp

en
di

x 
1.

25

S
ch

oo
l-B

as
ed

 O
ut

co
m

es
5.

1 
U

nd
er

st
an

d 
de

si
ra

bl
e

be
ha

vi
or

 ty
pe

s.

S
ch

oo
l-B

as
ed

 A
ct

iv
iti

es
A

tte
nd

 m
ot

iv
at

io
na

l
w

or
ks

ho
ps

; p
ee

r 
gr

ou
ps

;
ex

tr
ac

ur
ric

ul
ar

 a
ct

iv
iti

es
;

an
d 

st
ud

en
t d

ev
el

op
m

en
t

w
or

ks
ho

ps
. (

S
ee

 A
pp

en
di

x
1.

30
)

Li
nk

in
g 

A
ct

iv
iti

es
Jo

in
 o

ne
 c

lu
b 

or
or

ga
ni

za
tio

n 
re

la
te

d 
to

ca
re

er
 m

aj
or

. A
tte

nd
 a

re
gu

la
r 

m
ee

tin
g 

of
 a

pr
of

es
si

on
al

 o
rg

an
iz

at
io

n.
In

te
rv

ie
w

 a
 m

em
be

r 
of

 a
pr

of
es

si
on

al
 o

rg
an

iz
at

io
n.

(S
ee

 A
pp

en
di

x 
1.

30
)

W
or

k-
B

as
ed

 A
ct

iv
iti

es
O

bt
ai

n 
in

fo
rm

at
io

n 
on

pr
of

es
si

on
al

 a
ffi

lia
tio

ns
.

O
bt

ai
n 

in
fo

rm
at

io
n 

on
lo

ca
l e

m
pl

oy
er

 in
ce

nt
iv

e
pr

og
ra

m
s.

5.
2 

R
ec

og
ni

ze
 p

ee
r

pr
es

su
re

 in
 te

rm
s 

of
 s

ch
oo

l
su

cc
es

s.

N
/A

N
/A

N
/A

5.
3 

Le
ar

n 
ab

ou
t d

iff
er

en
t

pe
rs

on
al

ity
 ty

pe
s 

on
e

fa
ce

s 
in

 s
ch

oo
l a

nd
 o

n
th

e 
jo

b.

N
/A

N
/A

N
/A

A
A

 6
.0

 D
ev

el
op

in
te

rp
er

so
na

l a
nd

co
m

m
un

ic
at

io
n 

sk
ill

s
fo

r 
su

cc
es

sf
ul

le
ar

ni
ng

. (
S

ee
A

pp
en

di
x 

1.
26

)

6.
1 

Id
en

tif
y 

an
d

de
m

on
st

ra
te

 in
te

rp
er

so
na

l
sk

ill
s 

re
la

te
d 

to
 b

ui
ld

in
g

po
si

tiv
e 

w
or

ki
ng

re
la

tio
ns

hi
ps

 w
ith

 o
th

er
s

E
nr

ol
l i

n 
a 

sp
ee

ch
co

m
m

un
ic

at
io

ns
 c

la
ss

 o
r

w
or

ks
ho

p.
 (

S
ee

 A
pp

en
di

x
1.

27
)

V
ol

un
te

er
 to

 p
ar

tic
ip

at
e 

in
a 

sp
ea

ke
rs

 b
ur

ea
u 

ac
tiv

ity
at

 a
 lo

ca
l s

ch
oo

l. 
A

ct
iv

el
y

pa
rt

ic
ip

at
e 

an
d 

se
ek

le
ad

er
sh

ip
 r

ol
e 

in
 a

 s
tu

de
nt

or
ga

ni
za

tio
n.

N
/A

6.
2 

D
es

cr
ib

e 
th

e 
ro

le
 o

f a
n

ef
fe

ct
iv

e 
gr

ou
p

pa
rt

ic
ip

an
t a

nd
 ta

ke
 a

n
ac

tiv
e 

pa
rt

 in
 c

oo
pe

ra
tiv

e
le

ar
ni

ng
 a

ct
iv

iti
es

 a
nd

pr
oj

ec
ts

.

In
st

ru
ct

io
n 

in
 e

ffe
ct

iv
e

gr
ou

p 
le

ad
er

sh
ip

 a
nd

 te
am

w
or

k.
 P

ar
tic

ip
at

e 
in

 g
ro

up
pr

oj
ec

ts
.

B
e 

a 
le

ad
er

 fo
r 

a
co

m
m

un
ity

 p
ro

je
ct

.
P

ar
tic

ip
at

e 
in

 a
 p

ro
je

ct
w

ith
 a

 lo
ca

l e
m

pl
oy

er
.

2 
6



C
O

M
P

R
E

H
E

N
S

IV
E

 S
T

U
D

E
N

T
 D

E
V

E
LO

P
M

E
N

T
 C

U
R

R
IC

U
LU

M
 M

A
T

R
IX

P
O

S
T

 S
E

C
O

N
D

A
R

Y
 L

E
V

E
L 

(V
oc

at
io

na
l-T

ec
hn

ic
al

)
S

tu
de

nt
 D

ev
el

op
m

en
t

S
ch

oo
l-B

as
ed

 O
ut

co
m

es
S

ch
oo

l-B
as

ed
 A

ct
iv

iti
es

Li
nk

in
g 

A
ct

iv
iti

es
W

rit
e 

a 
sa

m
pl

e 
le

tte
r 

of
re

co
m

m
en

da
tio

n 
fo

r 
a

pe
er

.

W
or

k-
B

as
ed

 A
ct

iv
iti

es
In

te
rv

ie
w

 a
 s

up
er

vi
so

r 
an

d
ha

ve
 a

 li
st

 o
f q

ue
st

io
ns

 o
n

ho
w

 p
os

iti
ve

 a
ct

io
ns

m
ot

iv
at

e 
be

tte
r 

th
an

ne
ga

tiv
e 

ac
tio

ns
.

6.
3 

C
om

pl
im

en
t a

nd
co

nf
ro

nt
 o

th
er

 r
eg

ar
di

ng
th

ei
r 

ac
tio

ns
 r

el
at

ed
 to

ac
ad

em
ic

 a
ch

ie
ve

m
en

t,

W
rit

e 
a 

co
ng

ra
tu

la
to

ry
le

tte
r 

to
 a

 p
ee

r 
w

ho
 h

as
be

en
 s

uc
ce

ss
fu

l.

6.
4 

D
em

on
st

ra
te

 e
ffe

ct
iv

e
lis

te
ni

ng
 in

 a
n 

ac
ad

em
ic

ac
tiv

ity
,

T
ak

e 
a 

cl
as

s 
on

 e
ffe

ct
in

g
lis

te
ni

ng
,

T
ak

e 
no

te
s 

an
d 

ou
tli

ne
 a

sp
ee

ch
 g

iv
en

 in
 c

hu
rc

h 
or

co
m

m
un

ity
 s

et
tin

g,
 o

n
te

le
vi

si
on

, o
r 

at
 a

pr
of

es
si

on
al

 m
ee

tin
g,

.

A
tte

nd
 a

 c
om

pa
ny

se
m

in
ar

 a
nd

 ta
ke

 n
ot

es
.

A
A

 7
.0

 A
ss

es
s 

se
lf 

an
d

sc
ho

ol
 s

uc
ce

ss
 s

ki
lls

,
(S

ee
 A

pp
en

di
ce

s
1.

14
, 1

.2
8)

7.
1 

Li
st

 a
nd

 d
es

cr
ib

e
le

ar
ni

ng
 b

eh
av

io
rs

 r
el

at
ed

to
 a

ch
ie

ve
m

en
t,

A
tte

nd
 s

tu
de

nt
 o

rie
nt

at
io

n;
re

vi
ew

 s
tu

de
nt

 h
an

db
oo

k;
ta

ke
 a

 c
ou

rs
e 

in
 S

tu
de

nt
S

uc
ce

ss
 S

ki
lls

,

Li
st

 a
ll 

st
re

ng
th

s 
an

d
w

ea
kn

es
se

s 
re

la
te

d 
to

ac
hi

ev
em

en
t. 

H
av

e
co

nf
er

en
ce

s 
w

ith
 te

ac
he

r
an

d 
ca

re
er

 c
ou

ns
el

or
,

S
pe

nd
 a

 fe
w

 h
ou

rs
"s

ha
do

w
in

g"
 a

n 
em

pl
oy

ee
in

 y
ou

r 
ca

re
er

 fi
el

d.
E

va
lu

at
e 

hi
s/

he
r 

le
ar

ni
ng

be
ha

vi
or

s 
an

d 
co

m
pa

re
yo

ur
 o

w
n.

7.
2 

A
ss

es
s 

ow
n 

st
re

ng
th

s
re

ga
rd

in
g 

cl
as

sr
oo

m
le

ar
ni

ng
 b

eh
av

io
rs

,

N
/A

A
ss

es
s 

lis
t a

nd
 w

rit
e 

an
ac

tio
n 

pl
an

 fo
r 

in
cr

ea
si

ng
po

si
tiv

e 
be

ha
vi

or
s 

an
d

de
cr

ea
si

ng
 n

eg
at

iv
e

be
ha

vi
or

s.

N
/A

7.
3 

Id
en

tif
y 

w
ea

kn
es

se
s

re
ga

rd
in

g 
le

ar
ni

ng
be

ha
vi

or
s,

N
/A ,

A
ss

es
s 

lis
t a

nd
 w

rit
e 

an
ac

tio
n 

pl
an

 fo
r 

in
cr

ea
si

ng
po

si
tiv

e 
be

ha
vi

or
s 

an
d

de
cr

ea
si

ng
 n

eg
at

iv
e

be
ha

vi
or

s.

N
/A

A
A

 8
.0

 S
et

 a
ca

de
m

ic
go

al
s 

an
d 

m
ak

e
de

ci
si

on
s 

th
at

 h
el

p
at

ta
in

 th
os

e 
go

al
s.

(S
ee

 A
pp

en
di

ce
s

1.
29

, 1
.3

0)

8.
1 

Id
en

tif
y 

sh
or

t-
an

d 
lo

ng
-

te
rm

 a
ca

de
m

ic
 g

oa
ls

.
W

rit
e 

do
w

n 
sh

or
t a

nd
 lo

ng
te

rm
 g

oa
ls

 fo
r 

sc
ho

ol
 a

nd
lif

e,

S
ha

re
 y

ou
r 

go
al

s 
w

ith
 a

fr
ie

nd
, f

am
ily

, o
r 

em
pl

oy
er

,
In

te
rv

ie
w

 a
n 

em
pl

oy
ee

 in
yo

ur
 fi

el
d 

to
 d

et
er

m
in

e
th

ei
r 

go
al

s 
an

d 
w

ha
t t

he
ir

pl
an

 w
as

 to
 a

ch
ie

ve
 th

em
.



C
O

M
P

R
E

H
E

N
S

IV
E

 S
T

U
D

E
N

T
 D

E
V

E
LO

P
M

E
N

T
 C

U
R

R
IC

U
LU

M
 M

A
T

R
IX

P
O

S
T

 S
E

C
O

N
D

A
R

Y
 L

E
V

E
L 

(V
oc

at
io

na
l-T

ec
hn

ic
al

)
S

tu
de

nt
 D

ev
el

op
m

en
t

S
ch

oo
l-B

as
ed

 O
ut

co
m

es
S

ch
oo

l-B
as

ed
 A

ct
iv

iti
es

8.
2 

S
el

ec
t c

ou
rs

e 
an

d
ot

he
r 

ac
ad

em
ic

ex
pe

rie
nc

es
 th

at
 a

re
co

ns
is

te
nt

 w
ith

 g
oa

ls
.

D
es

ig
n 

ac
ad

em
ic

 p
at

h 
th

at
le

ad
s 

to
 g

ra
du

at
io

n;
co

un
se

lin
g 

se
ss

io
n 

w
ith

ad
vi

so
r.

N
/A

Li
nk

in
g 

A
ct

iv
iti

es
W

or
k-

B
as

ed
 A

ct
iv

iti
es

A
sk

 a
n 

em
pl

oy
er

 to
 s

ha
re

th
ei

r 
fiv

e-
ye

ar
 p

la
n.

8.
3 

O
rg

an
iz

e 
an

d 
re

co
rd

 a
go

al
 s

et
tin

g 
pl

an
 th

at
m

ap
s 

ou
t a

ll 
co

ur
se

s 
th

at
le

ad
 to

 g
ra

du
at

io
n.

In
cl

ud
e 

a 
tim

e 
lin

e.

R
ea

d 
S

ev
en

 H
ab

its
 o

f H
ig

hl
y

E
ffe

ct
iv

e 
P

eo
pl

e 
an

d 
se

t
go

al
s 

in
 a

ll 
se

ve
n 

ar
ea

s.

S
ha

re
 th

es
e 

se
ve

n 
go

al
ar

ea
s 

w
ith

 a
n 

em
pl

oy
er

 o
r

em
pl

oy
ee

 in
 y

ou
r 

fie
ld

.

A
sk

 a
n 

em
pl

oy
er

 to
 s

ha
re

th
ei

r 
co

m
pa

ny
's

 fi
ve

-y
ea

r
pl

an
.

8.
4 

M
on

ito
r 

pr
og

re
ss

es
to

w
ar

d 
go

al
s 

an
d 

ad
ju

st
pl

an
 w

he
n 

ne
ce

ss
ar

y.

E
va

lu
at

e 
yo

ur
 p

la
n 

ev
er

y
m

on
th

 a
nd

 a
dj

us
t w

he
n

ne
ce

ss
ar

y.
 E

st
ab

lis
h 

a
re

w
ar

d 
th

at
 w

ou
ld

 b
e

pe
rs

on
al

ly
 s

at
is

fy
in

g 
to

 th
e

st
ud

en
t.

N
/A

Lo
ok

 o
ve

r 
re

po
rt

 fr
om

nu
m

be
r 

on
e 

an
d 

w
rit

e 
a

su
m

m
ar

y 
of

 th
e 

ob
st

ac
le

s
th

is
 p

er
so

n 
ha

d 
to

ov
er

co
m

e 
an

d 
w

ha
t

ad
ju

st
m

en
ts

 s
he

/h
e 

m
ad

e.
A

sk
 h

ow
 th

e 
co

m
pa

ny
m

on
ito

rs
 th

e 
pl

an
.

C
A

R
E

E
R

D
E

V
E

LO
P

M
E

N
T

C
D

 1
.0

 A
cq

ui
re

 s
el

f-
kn

ow
le

dg
e 

an
d

de
ve

lo
p 

a 
po

si
tiv

e,
st

ab
le

, i
nt

eg
ra

te
d

se
lf-

co
nc

ep
t a

s
re

la
te

d 
to

 c
ar

ee
r

pr
ob

le
m

 s
ol

vi
ng

 a
nd

de
ci

si
on

 m
ak

in
g.

1.
1 

D
em

on
st

ra
te

 p
os

iti
ve

ch
ar

ac
te

ris
tic

s 
as

 s
ee

n 
by

ot
he

r 
an

d 
on

es
el

f.

E
ac

h 
st

ud
en

t w
ill

 c
re

at
e 

a
"f

ee
l g

oo
d 

ba
g"

 a
nd

 ta
pe

it 
up

 in
 th

e 
cl

as
sr

oo
m

.
S

tu
de

nt
s 

w
ill

 w
rit

e 
po

si
tiv

e
co

m
m

en
ts

 a
bo

ut
 e

ac
h

ot
he

r 
an

d 
pl

ac
e 

th
em

 in
th

e 
ap

pr
op

ria
te

 b
ag

.

H
av

e 
fr

ie
nd

s 
w

rit
e 

a 
lis

t o
f

yo
ur

 p
os

iti
ve

ch
ar

ac
te

ris
tic

s 
an

d 
fin

d
co

m
m

on
al

iti
es

 w
ith

 o
th

er
s.

M
ak

e 
a 

lis
t o

f p
os

iti
ve

co
m

m
en

ts
 m

ak
e 

by
em

pl
oy

er
s,

 c
o-

w
or

ke
rs

 a
nd

cu
st

om
er

s.

1.
2 

D
em

on
st

ra
te

be
ha

vi
or

s 
th

at
 r

ef
le

ct
 a

po
si

tiv
e 

at
tit

ud
e 

ab
ou

t
hi

m
se

lf/
he

rs
el

f i
n 

w
or

k-
re

la
te

d 
ac

tiv
iti

es
.

R
ev

ie
w

 p
ro

gr
es

s 
re

po
rt

s
an

d 
ge

t i
np

ut
 fo

r 
im

pr
ov

in
g

ar
ea

s 
in

 n
ee

d 
of

 g
ro

w
th

.

Jo
in

 a
 v

oc
at

io
na

l c
lu

b 
on

ca
m

pu
s;

 p
ar

tic
ip

at
e 

in
co

m
m

un
ity

 a
ct

iv
iti

es
.

Jo
in

 a
 tr

ad
e 

or
ga

ni
za

tio
n

or
 p

ro
fe

ss
io

na
l c

lu
b.



C
O

M
P

R
E

H
E

N
S

IV
E

 S
T

U
D

E
N

T
 D

E
V

E
LO

P
M

E
N

T
 C

U
R

R
IC

U
LU

M
 M

A
T

R
IX

P
O

S
T

 S
E

C
O

N
D

A
R

Y
 L

E
V

E
L 

(V
oc

at
io

na
l-T

ec
hn

ic
al

)
S

tu
de

nt
 D

ev
el

op
m

en
t

S
ch

oo
l-B

as
ed

 O
ut

co
m

es
S

ch
oo

l-B
as

ed
 A

ct
iv

iti
es

Li
nk

in
g 

A
ct

iv
iti

es
W

or
k-

B
as

ed
 A

ct
iv

iti
es

1.
3 

D
es

cr
ib

e 
in

di
vi

du
al

st
re

ng
th

s 
an

d 
w

ea
kn

es
se

s
in

 s
ch

oo
l s

ub
je

ct
s,

 le
is

ur
e,

an
d 

w
or

k-
re

la
te

d
ac

tiv
iti

es
.

P
ut

 to
ge

th
er

 a
 c

ol
la

ge
(p

ic
tu

re
s 

an
d 

w
or

ds
);

 m
ak

e
a 

lis
t o

f f
iv

e 
th

in
gs

 th
at

 n
ee

d
im

pr
ov

em
en

t,

N
/A

M
ak

e 
a 

lis
t o

f s
tr

en
gt

hs
an

d 
ar

ea
s 

of
 g

ro
w

th
 a

t
w

or
k;

 s
um

m
ar

iz
e 

ho
w

 it
af

fe
ct

s 
pe

rf
or

m
an

ce
.

1.
4 

Id
en

tif
y 

hi
s/

he
r

pe
rs

on
al

 in
te

re
st

s,
 a

bi
lit

ie
s,

va
lu

es
 a

nd
 b

el
ie

fs
 r

el
at

ed
to

 c
ar

ee
r 

ch
oi

ce
.

C
om

pl
et

e 
in

te
re

st
, a

pt
itu

de
an

d 
va

lu
e 

in
ve

nt
or

ie
s,

(S
ee

 A
pp

en
di

ce
s 

2.
11

, 2
.1

2,
2.

13
)

N
/A

H
av

e 
a 

co
-w

or
ke

r
su

m
m

ar
iz

e 
ar

ea
s 

of
m

ot
iv

at
io

n 
fo

r 
w

hy
 h

e/
sh

e
w

or
ks

.
1.

5 
E

xp
la

in
 th

e 
re

la
tio

ns
hi

p
be

tw
ee

n 
w

or
k-

re
la

te
d

be
ha

vi
or

 a
nd

 s
el

f-
co

nc
ep

t.

A
s 

a 
gr

ou
p 

br
ai

ns
to

rm
 a

nd
re

po
rt

 o
n 

"R
ea

so
ns

W
hy

 P
eo

pl
e 

W
or

k.
"

H
av

e 
a 

fr
ie

nd
 li

st
 fi

ve
re

as
on

s 
w

hy
 th

ey
 w

or
k.

C
om

pa
re

 th
e

ch
ar

ac
te

ris
tic

s 
of

 tw
o 

lo
ng

tim
e 

em
pl

oy
ee

s 
in

 a
co

m
pa

ny
, o

ne
 s

ho
ul

d 
be

up
pe

r 
m

an
ag

em
en

t.
1.

6 
E

xp
la

in
 h

ow
 in

di
vi

du
al

ch
ar

ac
te

ris
tic

s 
re

la
te

 to
ac

hi
ev

in
g 

pe
rs

on
al

,
so

ci
al

, e
du

ca
tio

na
l a

nd
ca

re
er

 g
oa

ls
.

R
ea

d 
bi

og
ra

ph
ie

s 
on

 tw
o

fa
m

ou
s 

pe
op

le
; w

rit
e 

an
es

sa
y 

on
 h

ow
 p

er
so

na
lit

y
in

flu
en

ce
d 

th
ei

r
ac

hi
ev

em
en

t,

O
bs

er
ve

 tw
o 

sc
ho

ol
,

co
m

m
un

ity
 o

r 
bu

si
ne

ss
le

ad
er

s 
w

hi
le

 w
or

ki
ng

 a
nd

ob
se

rv
e 

w
ha

t
ch

ar
ac

te
ris

tic
s 

th
ey

 h
av

e
in

 c
om

m
on

 w
ith

 e
ac

h
ot

he
r.

In
te

rv
ie

w
 a

 p
er

so
n

em
pl

oy
ed

 in
 c

ho
se

n
oc

cu
pa

tio
nW

ha
t

ac
ad

em
ic

, p
er

so
na

l a
nd

ge
ne

ra
l s

ki
lls

 w
er

e 
ne

ed
ed

to
 e

nt
er

 th
e 

pr
of

es
si

on
?

1.
7 

D
es

cr
ib

e 
st

re
ng

th
s 

an
d

w
ea

kn
es

se
s 

in
 r

el
at

io
ns

hi
p

to
 fu

tu
re

 e
du

ca
tio

na
l o

r
tr

ai
ni

ng
 r

eq
ui

re
m

en
ts

.

Id
en

tif
y 

le
ar

ni
ng

 s
ty

le
;

id
en

tif
y 

st
ra

te
gi

es
 to

co
m

pe
ns

at
e 

fo
r 

w
ea

k
ar

ea
s.

N
/A

N
/A

C
D

 2
.0

 U
nd

er
st

an
d

in
te

rr
el

at
io

ns
hi

ps
am

on
g 

lif
e 

ro
le

s 
an

d
th

e 
w

or
ld

 o
f w

or
k.

2.
1 

D
es

cr
ib

e 
th

e
im

po
rt

an
ce

 o
f c

ar
ee

r,
fa

m
ily

, a
nd

 le
is

ur
e

ac
tiv

iti
es

 to
 m

en
ta

l,
dm

ot
io

na
l, 

ph
ys

ic
al

, a
nd

em
ot

io
na

l w
el

l b
ei

ng
.

Lo
ok

 a
t h

ow
 ti

m
e 

is
 s

pe
nd

da
ily

; d
es

cr
ib

e 
lif

es
ty

le
 a

nd
im

pa
ct

 o
n 

w
el

l b
ei

ng
.

(S
ee

 A
pp

en
di

x 
1.

22
)

N
/A

N
/A

.,

32
31



C
O

M
P

R
E

H
E

N
S

IV
E

 S
T

U
D

E
N

T
 D

E
V

E
LO

P
M

E
N

T
 C

U
R

R
IC

U
LU

M
. M

A
T

R
IX

P
O

S
T

 S
E

C
O

N
D

A
R

Y
 L

E
V

E
L 

(V
oc

at
io

na
l-T

ec
hn

ic
al

)
S

tu
de

nt
 D

ev
el

op
m

en
t

S
ch

oo
l-B

as
ed

 O
ut

co
m

es
S

ch
oo

l-B
as

ed
 A

ct
iv

iti
es

Li
nk

in
g 

A
ct

iv
iti

es
W

or
k-

B
as

ed
 A

ct
iv

iti
es

.,
2.

2 
D

es
cr

ib
e 

th
e

ad
va

nt
ag

es
 a

nd
di

sa
dv

an
ta

ge
s 

of
 v

ar
io

us
lif

e 
ro

le
 o

pt
io

ns
.

D
es

cr
ib

e 
id

ea
l l

ife
st

yl
e 

an
d

ad
va

nt
ag

es
 a

nd
di

sa
dv

an
ta

ge
s.

N
/A

N
/A

2.
3 

D
es

cr
ib

e 
fa

ct
or

s 
th

at
de

te
rm

in
e 

lif
es

ty
le

s 
(e

.g
.

so
ci

oe
co

no
m

ic
 s

ta
tu

s,
cu

ltu
re

, v
al

ue
s,

 a
nd

oc
cu

pa
tio

na
l c

ho
ic

es
,

w
or

k 
ha

bi
ts

).

C
om

pa
re

 th
e 

lif
es

ty
le

s 
of

in
di

vi
du

al
s 

in
 d

is
tin

ct
oc

cu
pa

tio
ns

.
.

V
ie

w
 a

 te
le

vi
si

on
 p

ro
gr

am
an

d 
co

m
pa

re
 th

e 
lif

es
ty

le
s

of
 tw

o 
ch

ar
ac

te
rs

.

Li
st

 fi
ve

 w
ay

s 
in

 w
hi

ch
 y

ou
r

jo
b 

co
nt

rib
ut

es
 to

 y
ou

r 
w

el
l

be
in

g.

2.
4 

D
es

cr
ib

e 
th

e
co

nt
rib

ut
io

n 
of

 w
or

k 
to

 a
ba

la
nc

ed
 li

fe
.

D
es

cr
ib

e 
fe

el
in

gs
 e

vo
ke

d
af

te
r 

a 
pr

od
uc

tiv
e 

da
y.

N
/A

N
/A

2.
5 

D
es

cr
ib

e 
w

ay
s 

in
w

hi
ch

 w
or

k,
 fa

m
ily

, l
ei

su
re

an
d 

sp
iri

tu
al

 li
fe

 a
re

in
te

rr
el

at
ed

 a
nd

in
te

gr
at

ed
 in

to
 h

is
/h

er
 li

fe
jo

ur
ne

y.

Id
en

tif
y 

on
e 

lif
e 

go
al

 in
ea

ch
 a

re
aS

um
m

ar
iz

e
ho

w
 th

ey
 a

re
 in

te
rr

el
at

ed
.

N
/A

V
ol

un
te

er
 a

t a
 w

or
k 

si
te

 to
ex

pa
nd

 o
n 

sk
ill

s.

2.
6 

D
es

cr
ib

e 
w

ay
s 

th
at

le
is

ur
e 

co
nt

rib
ut

es
 to

de
ve

lo
pm

en
t o

f
oc

cu
pa

tio
na

l s
ki

lls
 a

nd
 jo

b
pe

rf
or

m
an

ce
.

Li
st

 fa
vo

rit
e 

ho
bb

ie
s 

an
d

sk
ill

s 
ne

ed
ed

 to
 p

er
fo

rm
th

em
.

Jo
in

 a
n 

in
te

re
st

 o
r 

ho
bb

y
cl

ub
: v

ol
un

te
er

 te
ac

hi
ng

yo
un

ge
r 

ki
ds

 a
 h

ob
by

.

N
/A

(N
O

T
E

: F
or

 a
ct

iv
iti

es
in

vo
lv

in
g 

em
pl

oy
er

 o
r

em
pl

oy
ee

 in
te

rv
ie

w
s,

 s
ee

ap
pe

nd
ix

 2
.1

0)
C

D
 3

.0
 A

cq
ui

re
ed

uc
at

io
na

l a
nd

oc
cu

pa
tio

na
l

kn
ow

le
dg

e:
 A

tta
in

aw
ar

en
es

s 
of

pe
rs

on
al

de
ve

lo
pm

en
t a

nd
lif

el
on

g 
le

ar
ni

ng
 a

s
re

la
te

d 
to

 p
ro

du
ct

iv
e

m
ea

ni
ng

fu
l w

or
k.

3.
1 

D
es

cr
ib

e 
ho

w
 c

ur
re

nt
le

ar
ni

ng
 r

el
at

es
 to

 w
or

k.
E

va
lu

at
e 

cu
rr

en
t l

ea
rn

in
g

an
d 

id
en

tif
y 

jo
bs

 w
he

re
th

ey
 c

an
 u

til
iz

e 
le

ar
ni

ng
.

E
va

lu
at

e 
th

e 
im

pa
ct

 o
f

le
ar

ni
ng

 o
n 

ho
m

e 
lif

e,
C

on
du

ct
 a

 jo
b

in
fo

rm
at

io
na

l i
nt

er
vi

ew
.

3.
2 

D
es

cr
ib

e 
th

e
re

la
tio

ns
hi

p 
of

 p
er

so
na

l
at

tit
ud

e,
 b

el
ie

fs
, a

bi
lit

ie
s,

an
d 

sk
ill

s 
to

 b
ec

om
e

su
cc

es
sf

ul
 a

t w
or

k.

V
is

ua
liz

e 
th

e 
be

st
 te

ac
he

r
ev

er
 a

nd
 d

es
cr

ib
e

ch
ar

ac
te

ris
tic

s 
th

at
 m

ad
e

hi
m

/h
er

 s
uc

ce
ss

fu
l.

.

R
ev

ie
w

 th
e 

bi
og

ra
ph

y 
of

S
am

 W
al

to
n 

or
 o

th
er

fa
m

ou
s 

en
tr

ep
re

ne
ur

.

In
te

rv
ie

w
 a

n 
em

pl
oy

er
 o

n
w

ha
t m

ak
e 

a 
su

cc
es

sf
ul

em
pl

oy
ee

.

.

33
34



C
O

M
P

R
E

H
E

N
S

IV
E

 S
T

U
D

E
N

T
 D

E
V

E
LO

P
M

E
N

T
 C

U
R

R
IC

U
LU

M
 M

A
T

R
IX

P
O

S
T

 S
E

C
O

N
D

A
R

Y
 L

E
V

E
L 

(V
oc

at
io

na
l-T

ec
hn

ic
al

)
S

tu
de

nt
 D

ev
el

op
m

en
t

S
ch

oo
l-B

as
ed

 O
ut

co
m

es
S

ch
oo

l-B
as

ed
 A

ct
iv

iti
es

Li
nk

in
g 

A
ct

iv
iti

es
W

or
k-

B
as

ed
 A

ct
iv

iti
es

3.
3 

E
xp

la
in

 th
e

im
po

rt
an

ce
 o

f p
er

so
na

l
m

ai
nt

en
an

ce
 s

ki
lls

 a
nd

po
si

tiv
e 

at
tit

ud
es

 to
 jo

b
su

cc
es

s.

E
va

lu
at

e 
pe

rs
on

al
ap

pe
ar

an
ce

 a
nd

 g
ro

om
in

g
ha

bi
ts

.

G
et

 a
 m

ak
eo

ve
r 

at
 a

 s
al

on
or

 d
ay

 s
pa

.
O

bs
er

ve
 p

eo
pl

e 
at

 w
or

k
ho

w
 d

oe
s 

ap
pe

ar
an

ce
co

rr
el

at
e 

to
 s

uc
ce

ss
?

3.
4 

Id
en

tif
y 

st
ra

te
gi

es
 fo

r
m

an
ag

in
g 

pe
rs

on
al

re
so

ur
ce

s 
(e

.g
. m

on
ey

,
pe

rs
on

al
 r

es
ou

rc
es

,
ta

le
nt

s,
 ti

m
e 

an
d 

m
on

ey
)

to
 a

ch
ie

ve
 te

nt
at

iv
e

ca
re

er
 g

oa
ls

.

D
ev

el
op

 a
 ti

m
e 

bu
dg

et
an

d 
m

on
ey

 b
ud

ge
t.

S
tu

dy
 a

 p
ub

lic
 e

nt
ity

's
go

al
s,

 b
ud

ge
t a

nd
pe

rs
on

ne
l a

llo
ca

tio
n.

V
ie

w
 y

ou
r 

co
m

pa
ny

's
bu

dg
et

.

3.
5 

D
em

on
st

ra
te

 p
os

iti
ve

w
or

k 
at

tit
ud

es
 a

nd
be

ha
vi

or
s,

In
st

ru
ct

or
 e

va
lu

at
io

n;
 s

el
f-

ev
al

ua
tio

n.
E

va
lu

at
e 

a 
st

or
e

em
pl

oy
ee

W
ha

t a
tti

tu
de

s
an

d 
be

ha
vi

or
s 

w
er

e
di

sp
la

ye
d?

 H
ow

 d
id

 th
ey

af
fe

ct
 s

er
vi

ce
?

E
m

pl
oy

er
 e

va
lu

at
io

n
(S

ee
 A

pp
en

di
ce

s 
1.

18
,

1.
19

)

3.
6 

D
em

on
st

ra
te

 le
ar

ni
ng

ha
bi

ts
 a

nd
 s

ki
lls

 th
at

 c
an

be
 u

se
d 

in
 o

ng
oi

ng
de

ve
lo

pm
en

t o
f j

ob
 s

ki
lls

.

Le
ar

ni
ng

 s
ty

le
 in

ve
nt

or
y;

sk
ill

s 
in

ve
nt

or
y,

Jo
in

 a
 s

tu
de

nt
 c

lu
b 

or
tr

ad
e 

or
ga

ni
za

tio
n.

(S
ee

 A
pp

en
di

x 
1.

30
)

O
bt

ai
n 

in
fo

rm
at

io
n 

on
 a

co
m

pa
ny

's
 tr

ai
ni

ng
 p

la
n.

3.
7 

D
em

on
st

ra
te

be
ha

vi
or

s 
th

at
 m

ai
nt

ai
n

ph
ys

ic
al

 a
nd

 m
en

ta
l w

el
l

be
in

g 
in

 th
e 

w
or

kp
la

ce
.

E
va

lu
at

e 
co

nd
uc

t o
f s

el
f

an
d 

cl
as

sm
at

es
; e

va
lu

at
e

cl
as

sr
oo

m
's

 s
af

et
y.

V
is

it 
a 

pl
ac

e 
th

at
 m

ak
es

yo
u 

fe
el

 g
oo

d 
ph

ys
ic

al
ly

an
d 

m
en

ta
lly

 a
nd

ob
se

rv
e/

re
co

rd
 r

ea
ct

io
ns

.

R
ev

ie
w

 c
om

pa
ni

es
 s

af
el

y
an

d 
co

nd
uc

t p
ol

ic
ie

s;
 lo

ok
at

 a
 w

el
ln

es
s 

pl
an

.

3.
8 

D
es

cr
ib

e 
ca

re
er

 p
at

hs
th

at
 r

ef
le

ct
 th

e
im

po
rt

an
ce

 o
f l

ife
lo

ng
le

ar
ni

ng
,

H
av

e 
st

ud
en

ts
 li

st
 a

ll 
th

ei
r

le
ar

ni
ng

 s
in

ce
 c

hi
ld

ho
od

;
di

sc
us

s 
lif

el
on

g 
le

ar
ni

ng
,

R
ev

ie
w

 c
on

tin
ui

ng
ed

uc
at

io
n 

or
 jo

b
su

pp
le

m
en

ta
l o

ffe
rin

gs
,

In
te

rv
ie

w
 a

 v
et

er
an

em
pl

oy
ee

 a
nd

 in
qu

ire
ab

ou
t a

dd
iti

on
al

 tr
ai

ni
ng

or
 e

du
ca

tio
n 

ne
ed

ed
 fo

r
jo

b.



C
O

M
P

R
E

H
E

N
S

IV
E

 S
T

U
D

E
N

T
 D

E
V

E
LO

P
M

E
N

T
 C

U
R

R
IC

U
LU

M
 M

A
T

R
IX

P
O

S
T

 S
E

C
O

N
D

A
R

Y
 L

E
V

E
L 

(V
oc

at
io

na
l-T

ec
hn

ic
al

)
S

tu
de

nt
 D

ev
el

op
m

en
t

S
ch

oo
l-B

as
ed

 O
ut

co
m

es
S

ch
oo

l-B
as

ed
 A

ct
iv

iti
es

Li
nk

in
g 

A
ct

iv
iti

es
W

or
k-

B
as

ed
 A

ct
iv

iti
es

C
D

 4
.0

 U
nd

er
st

an
d

th
e 

re
la

tio
ns

hi
p

be
tw

ee
n 

sc
ho

ol
ac

hi
ev

em
en

t a
nd

ed
uc

at
io

na
l a

nd
ca

re
er

 o
pp

or
tu

ni
ty

.
(S

ee
 A

pp
en

di
x 

2.
14

)

4.
1 

D
es

cr
ib

e 
ho

w
 th

e
am

ou
nt

 o
f e

du
ca

tio
n

ne
ed

ed
 fo

r 
di

ffe
re

nt
oc

cu
pa

tio
na

l l
ev

el
s 

va
ry

,

D
is

cu
ss

 d
iff

er
en

ce
 b

et
w

ee
n

a 
ce

rt
ifi

ca
te

, A
.A

., 
B

.A
.,

M
.A

., 
D

oc
to

ra
te

, e
tc

.

N
/A

O
bt

ai
n 

va
rio

us
 jo

b
de

sc
rip

tio
ns

 fo
r

oc
cu

pa
tio

ns
 in

 th
e 

sa
m

e
fie

ld
, c

om
pa

re
ed

uc
at

io
na

l l
ev

el
.

4.
2 

Id
en

tif
y 

ho
w

 th
e 

sk
ill

s
ta

ug
ht

 in
 s

ch
oo

l s
ub

je
ct

s
ar

e 
us

ed
 in

 v
ar

io
us

oc
cu

pa
tio

ns
.

In
vi

te
 g

ue
st

 s
pe

ak
er

s 
w

ho
ca

n 
di

sc
us

s 
th

e 
im

po
rt

an
ce

of
 a

ca
de

m
ic

 a
nd

vo
ca

tio
na

l s
ki

lls
 in

 th
ei

r
ch

os
en

 jo
b.

A
na

ly
ze

 th
e 

im
pa

ct
 o

f
ac

ad
em

ic
 a

nd
 v

oc
at

io
na

l
sk

ill
s 

in
 h

om
e 

lif
e,

O
bs

er
ve

 e
m

pl
oy

ee
s 

at
w

or
k,

 li
st

 a
ll 

ac
ad

em
ic

 s
ki

lls
ut

ili
ze

d.

4.
3 

D
em

on
st

ra
te

 h
ow

 to
ap

pl
y 

ac
ad

em
ic

 a
nd

vo
ca

tio
na

l s
ki

lls
 to

ac
hi

ev
e 

pe
rs

on
al

 a
nd

ca
re

er
 g

oa
ls

.

S
et

 p
er

so
na

l a
nd

 c
ar

ee
r

go
al

s;
 id

en
tif

y 
st

ep
s 

to
re

ac
h 

go
al

.
(S

ee
 A

pp
en

di
x 

1.
29

)

N
/A

N
/A

4.
4 

Id
en

tif
y 

ho
w

em
pl

oy
m

en
t t

re
nd

s 
re

la
te

to
 e

du
ca

tio
n 

an
d 

tr
ai

ni
ng

,

D
is

cu
ss

 c
ur

re
nt

 c
ol

le
ge

,
un

iv
er

si
ty

 a
nd

 V
o-

te
ch

pr
og

ra
m

 o
ffe

rin
gs

 a
nd

 h
ow

th
ey

 r
el

at
e 

to
 lo

ca
l i

nd
us

tr
y

ne
ed

s.

V
is

it.
th

e 
E

co
no

m
ic

D
ev

el
op

m
en

t C
ou

nc
il;

us
in

g 
th

e 
ye

llo
w

 p
ag

es
,

id
en

tif
y 

m
aj

or
 in

du
st

rie
s 

in
co

m
m

un
ity

.

In
te

rv
ie

w
 a

n 
ed

uc
at

io
n

pa
rt

ne
r 

fr
om

 th
e 

bu
si

ne
ss

se
ct

or
.

4.
5 

D
es

cr
ib

e 
ho

w
ed

uc
at

io
na

l a
tta

in
m

en
t

re
la

te
s 

to
 th

e 
se

le
ct

io
n 

of
co

lle
ge

 m
aj

or
s,

 fu
rt

he
r

tr
ai

ni
ng

 a
nd

/o
r 

en
tr

y 
in

to
th

e 
la

bo
r 

m
ar

ke
t.

E
xp

lo
re

 e
du

ca
tio

na
l

re
qu

ire
m

en
ts

 fo
r

oc
cu

pa
tio

ns
 in

 d
iff

er
en

t
ar

ea
s 

of
 in

te
re

st
.

N
/A

N
/A

4.
6 

Id
en

tif
y 

tr
an

sf
er

ab
le

sk
ill

s 
th

at
 c

an
 a

pp
ly

 to
 a

va
rie

ty
 o

f o
cc

up
at

io
ns

an
d 

ch
an

gi
ng

oc
cu

pa
tio

na
l

re
qu

ire
m

en
ts

.

N
/A

N
/A

N
/A

37
38



C
O

M
P

R
E

H
E

N
S

IV
E

 S
T

U
D

E
N

T
 D

E
V

E
LO

P
M

E
N

T
 C

U
R

R
IC

U
LU

M
 M

A
T

R
IX

P
O

S
T

 S
E

C
O

N
D

A
R

Y
 L

E
V

E
L 

(V
oc

at
io

na
l-T

ec
hn

ic
al

)
S

tu
de

nt
 D

ev
el

op
m

en
t

S
ch

oo
l-B

as
ed

 O
ut

co
m

es
S

ch
oo

l-B
as

ed
 A

ct
iv

iti
es

Li
nk

in
g 

A
ct

iv
iti

es
V

ol
un

te
er

 a
t a

 s
ch

oo
l o

r
co

m
m

un
ity

 o
rg

an
iz

at
io

n.

W
or

k-
B

as
ed

 A
ct

iv
iti

es
O

bt
ai

n 
pa

id
 e

m
pl

oy
m

en
t.

4.
7 

D
em

on
st

ra
te

 h
ow

oc
cu

pa
tio

na
l s

ki
lls

 c
an

 b
e

de
ve

lo
pe

d 
th

ro
ug

h
vo

lu
nt

ee
r 

ex
pe

rie
nc

es
,

pa
rt

-t
im

e 
em

pl
oy

m
en

t,
co

op
er

at
iv

e 
ed

uc
at

io
n

pr
og

ra
m

s 
or

ex
tr

ac
ur

ric
ul

ar
 a

ct
iv

iti
es

.

G
ue

st
 s

pe
ak

er
s-

vo
lu

nt
ee

r
co

or
di

na
to

rs
 a

nd
em

pl
oy

er
s.

C
D

 5
.0

 U
nd

er
st

an
d

th
e 

ne
ed

s 
of

 s
oc

ie
ty

an
d 

th
e 

st
ru

ct
ur

e 
of

th
e 

ec
on

om
y 

ar
e

re
la

te
d 

to
 th

e 
na

tu
re

of
 w

or
k

5.
1 

D
es

cr
ib

e 
th

e 
ef

fe
ct

s 
of

so
ci

et
al

, e
co

no
m

ic
 a

nd
te

ch
no

lo
gi

ca
l c

ha
ng

es
 o

n
oc

cu
pa

tio
ns

.

C
om

pl
et

e 
hi

st
or

ic
al

 ti
m

e
lin

e 
of

 c
ho

se
n 

oc
cu

pa
tio

n
an

d 
de

sc
rib

e 
ch

an
ge

s.

V
is

it 
an

 in
du

st
ry

 o
r

oc
cu

pa
tio

n 
m

us
eu

m
.

N
/A

5.
2 

D
es

cr
ib

e 
th

e 
ef

fe
ct

s
of

 c
ha

ng
e 

in
 s

up
pl

y 
an

d
de

m
an

d 
fo

r 
w

or
ke

rs
.

A
ss

es
s 

th
e 

lo
ca

l j
ob

 m
ar

ke
t

an
d 

it'
s 

im
pa

ct
 o

n 
th

ei
r

fa
m

ily
.

In
te

rv
ie

w
 a

 J
T

P
A

 c
ou

ns
el

or
th

at
 w

or
ks

 w
ith

 d
is

pl
ac

ed
w

or
ke

rs
. S

ea
rc

h 
Jo

bs
 a

nd
B

en
ef

its
 c

om
pu

te
r 

w
ha

t
ty

pe
 o

f l
oc

al
 d

em
an

d 
is

th
er

e 
fo

r 
w

or
ke

rs
.

N
/A

5.
3 

E
xp

la
in

 th
e 

so
ci

al
si

gn
ifi

ca
nc

e 
of

 v
ar

io
us

oc
cu

pa
tio

ns
.

R
es

ea
rc

h 
on

e 
pr

of
es

si
on

an
d 

it'
s 

im
pa

ct
 o

n 
so

ci
et

y.
V

is
it 

a 
ho

sp
ita

l, 
po

st
 o

ffi
ce

,
et

c.
T

ry
 to

 im
ag

in
e 

lif
e

w
ith

ou
t t

hi
s 

se
rv

ic
e.

N
/A

5.
4 

D
es

cr
ib

e 
ho

w
 s

oc
ie

ty
's

ne
ed

s 
an

d 
fu

nc
tio

ns
af

fe
ct

 th
e 

su
pp

ly
 o

f g
oo

ds
an

d 
se

rv
ic

es
.

Li
st

 g
oo

ds
 a

nd
 s

er
vi

ce
s 

no
t

av
ai

la
bl

e 
5 

ye
ar

s 
ag

o,
 1

0
ye

ar
s 

et
c.

N
/A

In
te

rv
ie

w
 a

n 
en

tr
ep

re
ne

ur
w

ha
t n

ee
d 

di
d 

he
 s

ee
th

at
 e

nc
ou

ra
ge

d 
hi

m
 to

st
ar

t a
 b

us
in

es
s.

5.
5 

D
ef

in
e 

gl
ob

al
ec

on
om

y 
an

d 
ex

pl
ai

n
ho

w
 it

 a
ffe

ct
s 

ea
ch

in
di

vi
du

al
,

D
is

cu
ss

 a
 c

ur
re

nt
 e

ve
nt

si
tu

at
io

n 
su

ch
 a

s 
th

e 
A

si
an

ec
on

om
ic

 c
ris

is
H

ow
 h

os
 it

im
pa

ct
ed

 th
e 

U
.S

.
ec

on
om

y?
 D

is
cu

ss
 tr

ic
kl

e
do

w
n 

ef
fe

ct
.

N
/A

V
is

it 
th

e 
ci

tr
us

 in
du

st
ry

.
In

te
rv

ie
w

 a
 m

an
ag

er
 to

ge
t h

is
/h

er
 im

pr
es

si
on

 o
n

ho
w

 th
ey

 h
av

e 
be

en
im

pa
ct

ed
 b

y 
fo

re
ig

n
ec

on
om

ie
s.



C
O

M
P

R
E

H
E

N
S

IV
E

 S
T

U
D

E
N

T
 D

E
V

E
LO

P
M

E
N

T
 C

U
R

R
IC

U
LU

M
 M

A
T

R
IX

P
O

S
T

 S
E

C
O

N
D

A
R

Y
 L

E
V

E
L 

(V
oc

at
io

na
l-T

ec
hn

ic
al

)
S

tu
de

nt
 D

ev
el

op
m

en
t

S
ch

oo
l-B

as
ed

 O
ut

co
m

es
S

ch
oo

l-B
as

ed
 A

ct
iv

iti
es

In
vi

te
 g

ue
st

 s
pe

ak
er

s 
w

ho
ho

ld
 n

on
-t

ra
di

tio
na

l
po

si
tio

ns
,

Li
nk

in
g 

A
ct

iv
iti

es
N

/A
W

or
k-

B
as

ed
 A

ct
iv

iti
es

S
ha

do
w

 a
 p

er
so

n 
in

 a
 n

on
-

tr
ad

iti
on

al
 jo

b;
 o

bs
er

ve
an

d 
lis

t t
he

 p
os

iti
ve

 a
nd

ne
ga

tiv
e 

as
pe

ct
s 

of
 th

e
po

si
tio

n.

5.
6 

D
es

cr
ib

e 
ad

va
nt

ag
es

an
d 

pr
ob

le
m

s 
fo

r
ch

oo
si

ng
 n

on
-t

ra
di

tio
na

l
em

pl
oy

m
en

t f
or

 w
om

en
an

d 
m

en
.

5.
7 

Id
en

tif
y 

fa
ct

or
s 

th
at

ha
ve

 in
flu

en
ce

d 
th

e
ch

an
gi

ng
 c

ar
ee

r 
pa

tte
rn

s
of

 w
om

en
 a

nd
 m

en
.

R
ea

d 
ab

ou
t t

he
 W

om
en

 s
m

ov
em

en
t; 

di
sc

us
s 

th
e

im
pa

ct
 o

f c
ha

ng
in

g 
ro

le
s

fo
r 

w
om

en
.

N
/A

In
te

rv
ie

w
 a

 p
er

so
n

em
pl

oy
ed

 in
 a

 n
on

-
tr

ad
iti

on
al

 o
cc

up
at

io
n.

C
D

 6
.0

 U
nd

er
st

an
d

an
d 

us
e 

ca
re

er
in

fo
rm

at
io

n 
to

 s
ol

ve
ca

re
er

 p
ro

bl
em

s 
an

d
m

ak
e 

ca
re

er
de

ci
si

on
s.

6.
1 

C
on

tr
as

t o
cc

up
at

io
na

l
gr

ou
ps

 in
 te

rm
s 

of
 d

ut
ie

s,
ta

sk
s,

 w
or

ki
ng

 c
on

di
tio

ns
,

re
qu

ire
m

en
ts

, a
nd

 d
es

ire
d

pe
rs

on
al

iiy
 tr

ai
ts

.

D
is

cu
ss

 th
e 

co
nc

ep
t o

f
ca

re
er

 e
xp

lo
ra

tio
n;

 u
se

C
H

O
IC

E
S

; r
es

ea
rc

h 
2

oc
cu

pa
tio

ns
 a

nd
 c

om
pa

re
du

tie
s,

 s
ki

lls
 r

eq
ui

re
d,

 e
tc

.
(S

ee
 A

pp
en

di
x 

2.
15

)

S
ea

rc
h 

oc
cu

pa
tio

ns
 a

t t
he

jo
bs

 a
nd

 b
en

ef
its

 o
ffi

ce
 o

r
lo

ca
l l

ib
ra

ry
.

Jo
b 

sh
ad

ow
 in

di
vi

du
al

s
fr

om
 tw

o 
di

st
in

ct
oc

cu
pa

tio
ns

 (
se

e
A

pp
en

di
x 

2.
16

)

6.
2 

D
em

on
st

ra
te

 s
ki

lls
 in

us
in

g 
sc

ho
ol

s,
 p

ar
en

ts
,

fr
ie

nd
s,

 a
nd

 r
el

at
iv

es
 a

nd
co

m
m

un
ity

 r
es

ou
rc

es
 to

le
ar

n 
ab

ou
t o

cc
up

at
io

na
l

gr
ou

ps
.

P
la

n 
a 

ca
re

er
 d

ay
; v

is
it 

jo
b

pl
ac

em
en

t c
ou

ns
el

or
;

pr
ep

ar
e 

a 
co

nt
ac

t l
is

t.

A
tte

nd
 jo

b 
fa

irs
.

In
te

rv
ie

w
 a

n 
in

di
vi

du
al

fr
om

 h
um

an
 r

es
ou

rc
es

.

6.
3 

D
em

on
st

ra
te

 a
 u

se
 o

f
va

rio
us

 c
ar

ee
r 

re
so

ur
ce

s
(e

.g
., 

ha
nd

bo
ok

s,
 p

rin
t

m
at

er
ia

ls
, l

ab
or

 m
ar

ke
t

in
fo

rm
at

io
n,

 c
om

pu
te

r-
as

si
st

ed
 c

ar
ee

r 
gu

id
an

ce
sy

st
em

s)
.

T
ou

r 
th

e 
sc

ho
ol

's
 r

es
ou

rc
e

ce
nt

er
 o

r 
jo

b 
pl

ac
em

en
t

of
fic

e;
 d

is
pl

ay
 c

ar
ee

r
re

so
ur

ce
s 

in
 r

oo
m

;
C

H
O

IC
E

S
.

U
til

iz
e 

th
e 

Jo
bs

 a
nd

B
en

ef
its

 c
om

pu
te

r;
 s

ea
rc

h
th

e 
in

te
rn

et
.

C
on

ta
ct

 tr
ad

e
or

ga
ni

za
tio

ns
 a

nd
pr

of
es

si
on

al
 o

rg
an

iz
at

io
ns

fo
r 

pr
in

te
d 

in
fo

rm
at

io
n.

6.
4 

Id
en

tif
y 

in
di

vi
du

al
s 

as
in

fo
rm

at
io

n 
re

so
ur

ce
s,

 r
ol

e
m

od
el

s 
or

 m
en

to
rs

.

C
re

at
e 

a 
ne

tw
or

k 
sh

ee
t

id
en

tif
yi

ng
 p

os
si

bl
e

co
nt

ac
ts

.

Jo
in

 a
 tr

ad
e 

or
ga

ni
za

tio
n

or
 c

lu
b,

F
in

d 
m

en
to

r 
in

 c
ho

se
n

oc
cu

pa
tio

n.



C
O

M
P

R
E

H
E

N
S

IV
E

 S
T

U
D

E
N

T
 D

E
V

E
LO

P
M

E
N

T
 C

U
R

R
IC

U
LU

M
 M

A
T

R
IX

P
O

S
T

 S
E

C
O

N
D

A
R

Y
 L

E
V

E
L 

(V
oc

at
io

na
l-T

ec
hn

ic
al

)
'S

tu
de

nt
 D

ev
el

op
m

en
t

S
ch

oo
l-B

as
ed

 O
ut

co
m

es
S

ch
oo

l-B
as

ed
 A

ct
iv

iti
es

Li
nk

in
g 

A
ct

iv
iti

es
W

or
k-

B
as

ed
 A

ct
iv

iti
es

C
D

 7
.0

 d
ev

el
op

ca
re

er
 p

ro
bl

em
so

lv
in

g,
 d

ec
is

io
n-

m
ak

in
g,

 a
nd

 p
la

nn
in

g
sk

ill
s.

7.
1 

D
es

cr
ib

e 
th

e 
st

ep
s

th
ro

ug
h 

w
hi

ch
 c

ar
ee

r
ch

oi
ce

 is
 m

ad
e.

A
na

ly
ze

 in
ve

nt
or

ie
s,

 fi
nd

tr
en

ds
 a

nd
 c

on
du

ct
 a

n 
in

-
de

pt
h 

ca
re

er
 s

ea
rc

h.

N
/A

Jo
b 

sh
ad

ow
in

g
(S

ee
 A

pp
en

di
x 

2.
16

)

.

7.
2 

D
es

cr
ib

e 
st

ep
s 

in
ch

oo
si

ng
 s

ch
oo

l c
ou

rs
es

th
at

 m
ee

t t
en

ta
tiv

e
ca

re
er

 g
oa

ls
.

M
ee

t w
ith

 c
ou

ns
el

or
, c

he
ck

cl
as

s 
sc

he
du

le
; u

se
C

H
O

IC
E

S
 c

ar
ee

r 
pl

an
ne

r.

N
/A

N
/A

7.
3 

Id
en

tif
y 

w
ay

s 
in

 w
hi

ch
de

ci
si

on
s 

ab
ou

t
ed

uc
at

io
n 

an
d 

w
or

k
re

la
te

 to
 o

th
er

 m
aj

or
 li

fe
de

ci
si

on
s.

D
is

cu
ss

 h
ow

 th
e 

st
ud

en
t's

de
ci

si
on

 to
 a

tte
nd

 s
ch

oo
l

ha
s 

im
pa

ct
ed

 th
ei

r 
lif

es
ty

le
.

N
/A

.

N
/A

7.
4 

D
ev

el
op

 a
nd

 m
ai

nt
ai

n
an

 in
di

vi
du

al
 c

ar
ee

r 
pl

an
w

ith
 c

ar
ee

r 
go

al
s,

 c
ou

rs
e

op
tio

ns
 a

nd
co

m
pl

im
en

ta
ry

 w
or

k
ex

pe
rie

nc
es

.

S
et

 a
 c

ar
ee

r 
go

al
 a

nd
es

ta
bl

is
h 

st
ep

s 
ne

ce
ss

ar
y 

to
re

ac
h 

go
al

 (
S

ee
 A

pp
en

di
x

1.
29

);
 li

st
 s

up
po

rt
 g

ro
up

;
m

ee
t w

ith
 c

ou
ns

el
or

.

N
/A

N
/A

7.
5 

Id
en

tif
y 

ap
pr

op
ria

te
ch

oi
ce

s 
du

rin
g 

hi
gh

sc
ho

ol
 th

at
 w

ill
 le

ad
 to

m
ar

ke
ta

bl
e 

sk
ill

s 
fo

r 
en

tr
y-

le
ve

l e
m

pl
oy

m
en

t o
r

ad
va

nc
ed

 tr
ai

ni
ng

.

N
/A

N
/A

N
/A

C
D

 8
.0

 D
ev

el
op

 th
e

ca
pa

ci
ty

 fo
r 

se
lf-

aw
ar

en
es

s 
an

d 
se

lf-
re

gu
la

tio
n 

in
 th

e
ca

re
er

 p
ro

bl
em

-
so

lv
in

g 
an

d 
de

ci
si

on
-

m
ak

in
g 

pr
oc

es
s.

8.
1 

R
ec

og
ni

ze
 th

e
ex

is
te

nc
e 

of
 c

ar
ee

r
in

de
ci

si
on

 a
nd

 th
e 

ne
ed

to
 e

ng
ag

e 
in

 th
e 

ca
re

er
pr

ob
le

m
 s

ol
vi

ng
 a

nd
de

ci
si

on
-m

ak
in

g.

P
ra

ct
ic

e 
pr

ob
le

m
 s

ol
vi

ng
te

ch
ni

qu
es

.
N

/A
Jo

b 
sh

ad
ow

in
g

(S
ee

 A
pp

en
di

x 
2.

16
)

43
44



C
O

M
P

R
E

H
E

N
S

IV
E

 S
T

U
D

E
N

T
 D

E
V

E
LO

P
M

E
N

T
 C

U
R

R
IC

U
LU

M
 M

A
T

R
IX

P
O

S
T

 S
E

C
O

N
D

A
R

Y
 L

E
V

E
L 

(V
oc

at
io

na
l-T

ec
hn

ic
al

)
S

tu
de

nt
 D

ev
el

op
m

en
t

S
ch

oo
l-B

as
ed

 O
ut

co
m

es
S

ch
oo

l-B
as

ed
 A

ct
iv

iti
es

Li
nk

in
g 

A
ct

iv
iti

es
W

or
k-

B
as

ed
 A

ct
iv

iti
es

8.
2 

D
es

cr
ib

e 
va

rio
us

st
ra

te
gi

es
 fo

r 
so

lv
in

g
ca

re
er

 p
ro

bl
em

s 
an

d
m

ak
in

g 
ca

re
er

 d
ec

is
io

ns
.

A
na

ly
ze

 c
ar

ee
r 

as
se

ss
m

en
t

in
fo

rm
at

io
n 

(a
pt

itu
de

, s
ki

lls
,

ca
re

er
 in

te
re

st
s,

 e
tc

.)
.

N
/A

N
/A

8.
3 

D
es

cr
ib

e 
th

e 
st

ag
es

 o
f

th
e 

ca
re

er
 p

ro
bl

em
so

lv
in

g 
an

d 
de

ci
si

on
m

ak
in

g 
pr

oc
es

s.

S
um

m
ar

iz
e 

th
e 

st
ep

s 
ta

ke
n

to
 m

ak
e 

a 
ca

re
er

 d
ec

is
io

n.
N

/A
N

/A

8.
4 

Id
en

tif
y 

th
e 

ty
pe

s 
an

d
qu

al
ity

 o
f i

nf
or

m
af

io
n

re
qu

ire
d 

to
 s

ol
ve

 a
 c

ar
ee

r
pr

ob
le

m
.

In
cl

ud
e 

in
 y

ou
r 

ca
re

er
po

rt
fo

lio
 c

op
ie

s 
of

in
ve

nt
or

ie
s 

co
m

pl
et

ed
,

ca
re

er
 in

fo
rm

at
io

n 
sh

ee
ts

,
et

c.

N
/A

N
/A

8.
5 

M
ak

e 
te

nt
at

iv
e

ed
uc

at
io

na
l a

nd
oc

cu
pa

tio
na

l c
ho

ic
es

.

E
st

ab
lis

h 
a 

ca
re

er
 g

oa
l.

(S
ee

 A
pp

en
di

x 
1.

29
)

N
/A

N
/A

8.
6 

D
es

cr
ib

e 
th

e 
ef

fe
ct

 o
f

hi
s/

he
r 

em
ot

io
na

l a
nd

ph
ys

ic
al

 h
ea

lth
 o

n 
m

ak
in

g
ca

re
er

 d
ec

is
io

ns
.

D
is

cu
ss

 jo
b 

st
re

ss
 a

nd
im

pa
ct

 o
n 

th
e 

pe
rs

on
.

N
/A

N
/A

8.
7 

D
es

cr
ib

e 
th

e 
ef

fe
ct

 o
f

w
or

k-
re

la
te

d 
an

d 
ca

re
er

de
ci

si
on

s 
on

 s
el

f a
nd

ot
he

rs
.

V
ie

w
 a

 v
id

eo
 fo

cu
si

ng
 o

n
an

 e
m

pl
oy

ed
 p

er
so

n-
 h

ow
do

es
 h

is
/h

er
 jo

b 
im

pa
ct

hi
s/

he
r 

va
lu

es
, l

ife
st

yl
e,

fa
m

ily
, m

on
ey

 a
nd

 ti
m

e.

D
is

cu
ss

 w
ith

 y
ou

r 
fa

m
ily

yo
ur

 c
ar

ee
r 

ch
oi

ce
; w

ha
t

ad
ju

st
m

en
ts

 n
ee

d 
to

 b
e

m
ad

e.

N
/A

C
D

 9
.0

 D
ev

el
op

em
pl

oy
ab

ili
ty

 s
ki

lls
ne

ed
ed

 to
 s

ee
k,

ob
ta

in
, m

ai
nt

ai
n 

an
d

ch
an

ge
 jo

bs
.

(S
ee

 A
pp

en
di

ce
s 

2.
17

th
ro

ug
h 

2.
21

)

9.
1 

Lo
ca

te
, i

nt
er

pr
et

, a
nd

us
e 

in
fo

rm
at

io
n 

ab
ou

t j
ob

op
en

in
gs

.

U
si

ng
 th

e 
cl

as
si

fie
ds

,
st

ud
en

ts
 w

ill
 r

ev
ie

w
co

m
m

on
 jo

b 
te

rm
s;

 c
re

at
e

a 
bu

lle
tin

 b
oa

rd
 w

ith
 jo

b
op

en
in

gs
.

V
is

it 
to

 J
ob

s 
an

d 
B

en
ef

its
.

O
bt

ai
n 

a 
jo

b 
de

sc
rip

tio
n

fr
om

 a
n 

em
pl

oy
er

.

4 
5

4
P



C
O

M
P

R
E

H
E

N
S

IV
E

 S
T

U
D

E
N

T
 D

E
V

E
LO

P
M

E
N

T
 C

U
R

R
IC

U
LU

M
 M

A
T

R
IX

P
O

S
T

 S
E

C
O

N
D

A
R

Y
 L

E
V

E
L 

(V
oc

at
io

na
l-T

ec
hn

ic
al

)
S

tu
de

nt
 D

ev
el

op
m

en
t

S
ch

oo
l-B

as
ed

 O
ut

co
m

es
S

ch
oo

l-B
as

ed
 A

ct
iv

iti
es

Li
nk

in
g 

A
ct

iv
iti

es
W

or
k-

B
as

ed
 A

ct
iv

iti
es

9.
2 

D
em

on
st

ra
te

 s
ki

lls
,

kn
ow

le
dg

e,
 a

tti
tu

de
s 

an
d

be
ha

vi
or

s 
ne

ce
ss

ar
y 

fo
r 

a
su

cc
es

sf
ul

 jo
b 

in
te

rv
ie

w
.

D
is

cu
ss

 th
e 

im
pa

ct
 o

f
cr

ea
tin

g 
a 

fir
st

 im
pr

es
si

on
;

pe
rf

or
m

 a
 m

oc
k 

in
te

rv
ie

w
,

N
/A

C
on

du
ct

 a
n 

in
te

rv
ie

w
 w

ith
a 

pr
os

pe
ct

iv
e 

em
pl

oy
er

;
as

k 
fo

r 
fe

ed
ba

ck
 a

fte
r 

th
e

in
te

rv
ie

w
.

(S
ee

 A
pp

en
di

x 
2.

21
)

9.
3 

P
re

pa
re

 a
 r

es
um

e 
an

d
co

m
pl

et
e 

jo
b 

ap
pl

ic
at

io
n,

C
om

pl
et

e 
a 

pe
rs

on
al

 d
at

a
sh

ee
t a

nd
 u

se
 in

fo
rm

at
io

n
to

 c
om

pl
et

e 
an

 a
pp

lic
at

io
n

an
d 

re
su

m
e.

(S
ee

 A
pp

en
di

ce
s 

2.
19

, 2
.2

0)

G
at

he
r 

al
l n

ec
es

sa
ry

do
cu

m
en

ts
 fo

r
em

pl
oy

m
en

t-
 s

oc
ia

l
se

cu
rit

y;
 c

om
pl

et
e 

a
re

su
m

e 
on

 th
e 

in
te

rn
et

.
(S

ee
 A

pp
en

di
ce

s 
2.

19
,

2.
20

)

S
ub

m
it 

re
su

m
e 

an
d

ap
pl

ic
at

io
n 

to
 a

n
em

pl
oy

er
, s

et
 u

p 
an

ap
po

in
tm

en
t t

o 
as

k 
fo

r
fe

ed
ba

ck
.

9.
4 

Id
en

tif
y 

so
ur

ce
s 

of
em

pl
oy

m
en

t o
pp

or
tu

ni
tie

s
in

 th
e 

co
m

m
un

ity
.

C
re

at
e 

a 
bu

lle
tin

 b
oa

rd
di

sp
la

yi
ng

 jo
b 

in
fo

rm
at

io
n;

lo
ok

 th
ro

ug
h 

ye
llo

w
 p

ag
es

an
d 

cl
as

si
fie

ds
; v

is
it 

jo
b

pl
ac

em
en

t s
pe

ci
al

is
t.

V
is

it 
Jo

bs
 a

nd
 B

en
ef

its
,

te
m

po
ra

ry
 e

m
pl

oy
m

en
t

of
fic

es
.

C
al

l j
ob

 h
ot

lin
es

.

9.
5 

A
ss

es
s 

oc
cu

pa
tio

na
l

op
po

rt
un

iti
es

 (
e.

g.
w

or
ki

ng
 c

on
di

tio
ns

,
be

ne
fit

s,
 a

nd
op

po
rt

un
iti

es
 fo

r 
ch

an
ge

).

C
om

pl
et

e 
ca

re
er

in
fo

rm
at

io
n 

sh
ee

t;
C

H
O

IC
E

S
; g

ue
st

 s
pe

ak
er

.

N
/A

In
te

rv
ie

w
 h

um
an

 r
es

ou
rc

e
pe

rs
on

 a
nd

 in
qu

ire
 a

bo
ut

jo
b 

op
po

rt
un

iti
es

 a
nd

op
po

rt
un

ity
 to

 g
ro

w
 w

ith
in

th
e 

co
m

pa
ny

.
9.

6 
D

es
cr

ib
e 

pl
ac

em
en

t
se

rv
ic

es
 a

va
ila

bl
e 

to
 h

el
p

m
ak

e 
sc

ho
ol

-t
o-

sc
ho

ol
,

sc
ho

ol
-t

o-
ca

re
er

s,
 a

nd
w

or
k-

to
-w

or
k 

tr
an

si
tio

n.

V
is

it 
th

e 
jo

b 
pl

ac
em

en
t

sp
ec

ia
lis

t,

.

In
te

rv
ie

w
 a

n 
em

pl
oy

m
en

t
sp

ec
ia

lis
t w

ith
 J

ob
s 

an
d

B
en

ef
its

.

N
/A

9.
7 

Id
en

tif
y 

ci
rc

um
st

an
ce

s
w

he
re

 jo
b 

ch
an

ge
s 

m
ay

re
qu

ire
 r

et
ra

in
in

g 
an

d
up

gr
ad

in
g 

of
 e

m
pl

oy
ee

's
sk

ill
s 

as
 w

el
l a

s 
re

lo
ca

tio
n.

U
si

ng
 F

lo
rid

a'
s 

W
or

kf
or

ce
20

00
 r

ev
ie

w
 fu

tu
re

 jo
b

tr
en

ds
.

(S
ee

 A
pp

en
di

x 
2.

22
)

In
te

rv
ie

w
 th

e 
lo

ca
l

E
co

no
m

ic
 D

ev
el

op
m

en
t

C
ou

nc
il 

ab
ou

t t
he

 fu
tu

re
of

 lo
ca

l i
nd

us
tr

y.

In
te

rv
ie

w
 a

n 
em

pl
oy

er
ab

ou
t c

ha
ng

es
 in

 h
is

/h
er

in
du

st
ry

.



C
O

M
P

R
E

H
E

N
S

IV
E

 S
T

U
D

E
N

T
 D

E
V

E
LO

P
M

E
N

T
 C

U
R

R
IC

U
LU

M
 M

A
T

R
IX

P
O

S
T

 S
E

C
O

N
D

A
R

Y
 L

E
V

E
L 

(V
oc

at
io

na
l-T

ec
hn

ic
al

)
S

tu
de

nt
 D

ev
el

op
m

en
t

S
ch

oo
l-B

as
ed

 O
ut

co
m

es
1.

1 
Id

en
tif

y 
an

d
un

de
rs

ta
nd

 s
ch

oo
l a

nd
cl

as
sr

oo
m

 r
ul

es
.

S
ch

oo
l-B

as
ed

 A
ct

iv
iti

es
O

rie
nt

at
io

n,
 s

ch
oo

l
ha

nd
bo

ok
 a

nd
/o

r 
co

lle
ge

ca
ta

lo
g,

 d
is

tr
ic

t h
an

db
oo

k
(w

ith
 o

r 
w

ith
ou

t q
ui

z 
ov

er
po

lic
y)

; S
tu

de
nt

G
ov

er
nm

en
t o

r 
A

dv
is

or
y

B
oa

rd
; N

at
io

na
l H

on
or

S
oc

ie
ty

.
(S

ee
 A

pp
en

di
ce

s 
1.

11
, 1

.1
2)

Li
nk

in
g 

A
ct

iv
iti

es
N

/A

.

W
or

k-
B

as
ed

 A
ct

iv
iti

es
N

/A
P

E
R

S
O

N
A

L 
&

S
O

C
IA

L
D

E
V

E
LO

P
M

E
N

T
P

S
 1

.0
 D

ev
el

op
pe

rs
on

al
 r

es
po

ns
ib

ili
ty

fo
r 

hi
s/

he
r 

ow
n

be
ha

vi
or

.

1.
2 

U
nd

er
st

an
d 

th
e

re
w

ar
ds

 a
nd

co
ns

eq
ue

nc
es

 a
ss

oc
ia

te
d

w
ith

 fo
llo

w
in

g 
or

 v
io

la
tin

g
sc

ho
ol

 o
r 

cl
as

sr
oo

m
 r

ul
es

.

N
/A

P
ar

tic
ip

at
io

n 
an

d/
or

le
ad

er
sh

ip
 in

 s
tu

de
nt

pr
of

es
si

on
al

 o
r 

tr
ad

e
or

ga
ni

za
tio

ns
 (

i.e
., 

sk
ill

s
U

S
A

/V
IC

A
).

N
/A

1.
3 

D
is

cr
im

in
at

e 
be

tw
ee

n
ac

ce
pt

ab
le

 a
nd

un
ac

ce
pt

ab
le

 b
eh

av
io

r.

N
/A

N
/A

F
ie

ld
 e

xp
er

ie
nc

e 
m

an
ua

ls
an

d/
or

 o
rie

nt
at

io
n.

In
te

rv
ie

w
 a

n 
em

pl
oy

er
 to

le
ar

n 
ab

ou
t e

m
pl

oy
m

en
t

di
sc

ip
lin

ar
y 

pr
oc

es
se

s.
(S

ee
 A

pp
en

di
x 

2.
10

)
1.

4 
Id

en
tif

y 
an

d
un

de
rs

ta
nd

 h
is

/h
er

 o
w

n
at

tit
ud

es
 a

nd
 fe

el
in

gs
ab

ou
t s

ch
oo

l a
nd

cl
as

sr
oo

m
 r

ul
es

.

N
/A

N
/A

N
/A

1.
5 

U
nd

er
st

an
d 

an
d

ex
pl

ai
n 

th
e 

re
ci

pr
oc

al
co

nn
ec

tio
n 

be
tw

ee
n

hi
s/

he
r 

be
ha

vi
or

 a
nd

 th
at

of
 p

ee
rs

 a
nd

 a
ut

ho
rit

y
fig

ur
es

.

N
/A

N
/A

N
/A

49

50



C
O

M
P

R
E

H
E

N
S

IV
E

 S
T

U
D

E
N

T
 D

E
V

E
LO

P
M

E
N

T
 C

U
R

R
IC

U
LU

M
 M

A
T

R
IX

P
O

S
T

 S
E

C
O

N
D

A
R

Y
 L

E
V

E
L 

(V
oc

at
io

na
l-T

ec
hn

ic
al

)
S

tu
de

nt
 D

ev
el

op
m

en
t

S
ch

oo
l-B

as
ed

 O
ut

co
m

es
S

ch
oo

l-B
as

ed
 A

ct
iv

iti
es

Li
nk

in
g 

A
ct

iv
iti

es
W

or
kr

B
as

ed
 A

ct
iv

iti
es

1.
6 

U
nd

er
st

an
d 

so
ci

al
ci

rc
um

st
an

ce
s 

th
at

co
nt

rib
ut

e 
to

 b
eh

av
io

r
th

at
 v

io
la

te
s 

ac
ce

pt
ab

le
so

ci
al

 n
or

m
s.

N
/A

N
/A

N
/A

1.
7 

U
nd

er
st

an
d 

an
d

de
sc

rib
e 

as
pe

ct
s 

of
hi

s/
he

r 
pe

rs
on

al
 s

ty
le

 th
at

af
fe

ct
 a

dh
er

en
ce

 to
 o

r
vi

ol
at

io
n 

of
 a

cc
ep

ta
nc

e
no

rm
s.

N
/A

N
/A

N
/A

P
S

 2
.0

 D
ev

el
op

 a
po

si
tiv

e 
es

tim
at

io
n 

of
hi

s/
he

r 
qu

al
iti

es
 o

r
tr

ai
ts

.

2.
1 

Id
en

tif
y 

th
e 

va
rio

us
di

m
en

si
on

s 
of

 s
el

f-
co

nc
ep

t.

E
m

pl
oy

ab
ili

ty
 s

ki
lls

 c
ou

rs
es

,
se

lf-
es

te
em

 w
or

ks
ho

ps
,

as
se

rt
iv

en
es

s 
w

or
ks

ho
ps

;
ca

re
er

 a
nd

 p
er

so
na

l
as

se
ss

m
en

t p
ro

gr
am

s;
pe

rs
on

al
 c

ou
ns

el
in

g.
(S

ee
 A

pp
en

di
ce

s 
1.

14
, 1

.2
4)

N
/A

N
/A

2.
2 

Id
en

tif
y 

ph
ys

ic
al

,
pe

rs
on

al
, s

oc
ia

l a
nd

vo
ca

tio
na

l q
ua

lit
ie

s 
of

 s
el

f.

N
/A

N
/A

N
/A

2.
3 

D
es

cr
ib

e
ch

ar
ac

te
ris

tic
s 

of
 s

el
f t

ha
t

m
ak

e 
on

e 
sp

ec
ia

l a
nd

un
iq

ue
.

N
/A

N
/A

N
/A

2.
4 

E
xp

la
in

 h
ow

 p
er

so
na

l
tr

ai
ts

 s
uc

h 
as

 s
el

f-
re

lia
nc

e,
re

sp
on

si
bi

lit
y,

 r
es

ili
en

ce
,

pu
nc

tu
al

ity
 a

nd
ci

tiz
en

sh
ip

 a
re

 r
el

at
ed

 to
su

cc
es

s 
in

 li
fe

.

N
/A

N
/A

N
/A

.

2.
5 

A
cc

ep
t a

nd
 v

al
ue

on
e'

s 
ow

n 
di

ffe
re

nc
es

fr
om

 o
th

er
s 

as
 p

os
iti

ve
.

N
/A

N
/A

N
/A



C
O

M
P

R
E

H
E

N
S

IV
E

 S
T

U
D

E
N

T
 D

E
V

E
LO

P
M

E
N

T
 C

U
R

R
IC

U
LU

M
 M

A
T

R
IX

P
O

S
T

 S
E

C
O

N
D

A
R

Y
 L

E
V

E
L 

(V
oc

at
io

na
l-T

ec
hn

ic
al

)
S

tu
de

nt
 D

ev
el

op
m

en
t

S
ch

oo
l-B

as
ed

 O
ut

co
m

es
2.

6 
E

xp
re

ss
 p

os
iti

ve
fe

el
in

gs
 a

bo
ut

 o
ne

s 
se

lf.

S
ch

oo
l-B

as
ed

 A
ct

iv
iti

es
N

/A
Li

nk
in

g 
A

ct
iv

iti
es

N
/A

W
or

k-
B

as
ed

 A
ct

iv
iti

es
N

/A
..

2.
7 

Id
en

tif
y 

di
sc

re
pa

nc
ie

s
be

tw
ee

n 
re

al
 s

el
f a

nd
id

ea
l s

el
f.

N
/A

N
/A

N
/A

2.
8 

D
es

cr
ib

e 
th

e
re

la
tio

ns
hi

p 
be

tw
ee

n
po

si
tiv

e 
be

ha
vi

or
s 

su
ch

 a
s

pe
rf

or
m

an
ce

 in
 p

hy
si

ca
l,

pe
rs

on
al

, s
oc

ia
l o

r
vo

ca
tio

na
l t

as
ks

 a
nd

po
si

tiv
e 

se
lf-

es
te

em
.

N
/A

N
/A

N
/A

2.
9 

Id
en

tif
y 

st
re

ng
th

s 
an

d
w

ea
kn

es
se

s 
in

 th
e

ph
ys

ic
al

, p
er

so
na

l, 
so

ci
al

an
d 

vo
ca

tio
na

l a
re

as
 o

f
lif

e.

N
/A

N
/A

N
/A

2.
10

 Id
en

tif
y 

an
d

im
pl

em
en

t a
 s

tr
at

eg
y

de
si

gn
ed

 to
 c

or
re

ct
pe

rs
on

al
 w

ea
kn

es
s 

an
d

en
ha

nc
e 

st
re

ng
th

s 
in

 th
e

ph
ys

ic
al

, p
er

so
na

l a
nd

so
ci

al
 a

re
as

 o
f l

ife
.

N
/A

N
/A

N
/A

P
S

 3
.0

 M
as

te
r

co
m

m
un

ic
at

io
n 

sk
ill

s
ef

fe
ct

iv
el

y,

3.
1 

D
em

on
st

ra
te

 e
ffe

ct
iv

e
ve

rb
al

 a
nd

 n
on

-v
er

ba
l

at
te

nd
in

g 
sk

ill
s 

(e
ye

co
nt

ac
t, 

po
st

ur
e 

an
d

ve
rb

al
 fo

llo
w

in
g)

.

S
tu

de
nt

 g
ov

er
nm

en
t;

co
op

er
at

iv
e 

le
ar

ni
ng

/s
m

al
l

gr
ou

p 
ac

tiv
iti

es
;

co
m

m
un

ic
at

io
n 

w
or

ks
ho

ps
or

 m
od

ul
es

; a
ss

er
tiv

en
es

s
w

or
ks

ho
ps

.
(S

ee
 A

pp
en

di
x 

1.
14

)

P
ar

tic
ip

at
io

n 
an

d
le

ad
er

sh
ip

 in
 s

tu
de

nt
 tr

ad
e

an
d 

pr
of

es
si

on
al

or
ga

ni
za

tio
ns

.
(S

ee
 A

pp
en

di
x 

1.
30

)

N
/A

3.
2 

R
ef

le
ct

, s
um

m
ar

iz
e

an
d 

pa
ra

ph
ra

se
 th

e
co

nt
en

t o
f a

nd
 fe

el
in

gs
 o

f
an

ot
he

r's
 c

om
m

un
ic

at
io

n.

N
/A

.

N
/A

N
/A

.

5 
4



C
O

M
P

R
E

H
E

N
S

IV
E

 S
T

U
D

E
N

T
 D

E
V

E
LO

P
M

E
N

T
 C

U
R

R
IC

U
LU

M
 M

A
T

R
IX

P
O

S
T

 S
E

C
O

N
D

A
R

Y
 L

E
V

E
L 

(V
oc

at
io

na
l-T

ec
hn

ic
al

)
S

tu
d 

le
nt

 D
ev

el
op

m
en

t
S

ch
oo

l-B
as

ed
 O

ut
co

m
es

S
ch

oo
l-B

as
ed

 A
ct

iv
iti

es
Li

nk
in

g 
A

ct
iv

iti
es

W
or

k-
B

as
ed

 A
ct

iv
iti

es
3.

3 
D

is
cr

im
in

at
e 

be
tw

ee
n

op
en

 a
nd

 c
lo

se
d

qu
es

tio
ns

 a
nd

de
m

on
st

ra
te

 a
pp

ro
pr

ia
te

us
e 

of
 o

pe
n 

an
d 

cl
os

ed
qu

es
tio

ns
.

N
/A

N
/A

N
/A

3.
4 

La
be

l a
nd

 r
ef

le
ct

ac
cu

ra
te

ly
 th

e 
fe

el
in

gs
 o

f
an

ot
he

r.

N
/A

N
/A

N
/A

3.
5 

D
em

on
st

ra
te

 a
n

at
tit

ud
e 

of
 r

es
pe

ct
 a

nd
no

n-
ju

dg
em

en
t t

ow
ar

d
ot

he
rs

' f
ee

lin
gs

 a
nd

be
lie

fs
.

N
/A

N
/A

N
/A

.

3.
6 

D
em

on
st

ra
te

ap
pr

op
ria

te
 s

el
f-

di
sc

lo
su

re
in

 a
n 

in
te

rp
er

so
na

l
in

te
ra

ct
io

n.

N
/A

N
/A

N
/A

3.
7 

C
on

fr
on

t a
nd

ch
al

le
ng

e 
an

in
te

rp
er

so
na

l i
nt

er
ac

tio
n.

N
/A

N
/A

N
/A

3.
8 

G
iv

e 
an

d 
fo

llo
w

di
re

ct
io

ns
.

N
/A

N
/A

N
/A

3.
9 

D
es

cr
ib

e 
di

ffe
re

nc
es

an
d 

si
m

ila
rit

ie
s 

be
tw

ee
n

in
te

rp
er

so
na

l i
nt

er
ac

tio
ns

in
 s

oc
ia

l s
et

tin
gs

 a
nd

 in
w

or
k 

se
tti

ng
s.

N
/A

N
/A

N
/A

P
S

 4
.0

 M
as

te
r 

so
ci

al
an

d 
in

te
rp

er
so

na
l

sk
ill

s,

4.
1 

T
ak

e 
tu

rn
s,

 s
ha

re
 a

nd
co

op
er

at
e 

in
 th

e 
se

rv
ic

e
of

 a
cc

om
pl

is
hi

ng
 g

ro
up

go
al

s.

C
oo

pe
ra

tiv
e 

le
ar

ni
ng

ac
tiv

iti
es

, a
ss

er
tiv

en
es

s,
in

te
rp

er
so

na
l s

ki
lls

 a
nd

co
nf

lic
t r

es
ol

ut
io

n
w

or
ks

ho
ps

.

N
/A

F
ie

ld
 e

xp
er

ie
nc

es
--

w
or

kp
la

ce
 s

em
in

ar
s 

on
gr

ou
p 

w
or

k 
an

d
in

te
rp

er
so

na
l s

ki
lls

,
ap

pl
yi

ng
 e

th
ic

al
 p

rin
ci

pl
es

to
 w

or
k-

re
la

te
d 

ac
tiv

iti
es

.



C
O

M
P

R
E

H
E

N
S

IV
E

 S
T

U
D

E
N

T
 D

E
V

E
LO

P
M

E
N

T
 C

U
R

R
IC

U
LU

M
 M

A
T

R
IX

P
O

S
T

 S
E

C
O

N
D

A
R

Y
 L

E
V

E
L 

(V
oc

at
io

na
l-T

ec
hn

ic
al

)
S

tu
de

nt
 D

ev
el

op
m

en
t

S
ch

oo
l-B

as
ed

 O
ut

co
m

es
S

ch
oo

l-B
as

ed
 A

ct
iv

iti
es

Li
nk

in
g 

A
ct

iv
iti

es
W

or
k-

B
as

ed
 A

ct
iv

iti
es

r 
r-

7
a

4.
2 

E
xp

re
ss

 e
m

pa
th

y 
an

d
co

m
pa

ss
io

n 
fo

r 
th

e
fe

el
in

gs
 o

f o
th

er
s.

N
/A

N
/A

N
/A

4.
3 

E
xp

la
in

 th
e 

di
ffe

re
nc

e
be

tw
ee

n 
as

se
rt

iv
e 

an
d

ag
gr

es
si

ve
 in

te
rp

er
so

na
l

be
ha

vi
or

.

N
/A

N
/A

N
/A

4.
4 

E
xp

la
in

 th
e 

di
ffe

re
nc

e
be

tw
ee

n 
as

se
rf

iv
e 

an
d

ag
gr

es
si

ve
 in

te
rp

er
so

na
l

be
ha

vi
or

.

N
/A

N
/A

N
/A

4.
5 

D
em

on
st

ra
te

 e
ffe

ct
iv

e
st

re
ss

 m
an

ag
em

en
t

st
ra

te
gi

es
 w

he
n

co
nf

ro
nt

ed
 w

ith
 s

i1
ua

tio
ns

th
at

 p
ro

du
ce

 te
ns

io
n,

fr
us

tr
at

io
n 

an
d 

an
ge

r.

N
/A

N
/A

N
/A

4.
6 

E
xp

la
in

 th
e 

m
ea

ni
ng

 o
f

fa
ir 

pl
ay

 in
 s

oc
ia

l
re

la
tio

ns
hi

ps
.

N
/A

N
/A

N
/A

4.
7 

M
ai

nt
ai

n 
hi

s/
he

r
au

to
no

m
y 

an
d 

pe
rs

on
al

in
te

gr
ity

 w
hi

le
pa

rt
ic

ip
at

in
g 

in
 g

ro
up

ac
tiv

iti
es

 a
nd

 g
am

es
.

N
/A

N
/A

N
/A

4.
8 

E
xp

la
in

 th
e 

et
hi

ca
l

pr
in

ci
pa

ls
 th

at
 u

nd
er

lie
an

d 
gu

id
e 

pe
rs

on
al

 a
nd

so
ci

al
 b

eh
av

io
r.

N
/A

N
/A

N
/A

4.
9 

F
un

ct
io

n 
ef

fe
ct

iv
el

y 
as

a 
so

ci
al

-g
ro

up
 m

em
be

r.
N

/A
N

/A
N

/A

4.
10

 F
un

ct
io

n 
ef

fe
ct

iv
el

y
as

 a
 w

or
k-

gr
ou

p 
m

em
be

r.
N

/A
N

/A
N

/A

58



C
O

M
P

R
E

H
E

N
S

IV
E

 S
T

U
D

E
N

T
 D

E
V

E
LO

P
M

E
N

T
 C

U
R

R
IC

U
LU

M
 M

A
T

R
IX

P
O

S
T

 S
E

C
O

N
D

A
R

Y
 L

E
V

E
L 

(V
oc

at
io

na
l-T

ec
hn

ic
al

)
S

tu
de

nt
 D

ev
el

op
m

en
t

S
ch

oo
l-B

as
ed

 O
ut

co
m

es
S

ch
oo

l-B
as

ed
 A

ct
iv

iti
es

Li
nk

in
g 

A
ct

iv
iti

es
W

or
k-

B
as

ed
 A

ct
iv

iti
es

P
S

 5
.0

 D
ev

el
op

co
ns

tr
uc

tiv
e

st
ra

te
gi

es
 a

nd
 s

ki
lls

 fo
r

m
an

ag
in

g 
pe

rs
on

al
an

d 
so

ci
al

 c
on

fli
ct

.

5.
1 

R
ec

og
ni

ze
 it

le
ex

is
te

nc
e 

of
 p

ro
bl

em
s 

in
ev

er
yd

ay
 li

fe
,

P
er

so
na

l c
ou

ns
el

in
g

w
or

ks
ho

ps
 in

 p
ro

bl
em

so
lv

in
g,

 c
on

fli
ct

 r
es

ol
ut

io
n

an
d 

in
te

rp
er

so
na

l s
ki

lls
.

(S
ee

 A
pp

en
di

x 
1.

24
)

N
/A

F
ie

ld
 e

xp
er

ie
nc

es
, s

er
vi

ce
le

ar
ni

ng
 a

ct
iv

iti
es

.

5.
2 

E
xp

la
in

 th
e 

re
la

tio
ns

hi
p

be
tw

ee
n 

fr
us

tr
at

io
n 

an
d

ag
gr

es
si

on
 in

 in
te

rp
er

so
na

l
co

nf
lic

t.

N
/A

N
/A

N
/A

5.
3 

Id
en

tif
y 

so
ur

ce
s 

of
co

nf
lic

t i
n 

in
te

rp
er

so
na

l
si

tu
at

io
ns

.

N
/A

N
/A

N
/A

5.
4 

D
es

cr
ib

e 
th

e
co

nn
ec

tio
n 

be
tw

ee
n

fr
us

tr
at

io
n 

an
d 

ag
gr

es
si

on
in

 in
te

rp
er

so
na

l c
on

fli
ct

.

N
/A

N
/A

N
/A

5.
5 

D
em

on
st

ra
te

 im
pu

ls
e

co
nt

ro
l d

ur
in

g
in

te
rp

er
so

na
l c

on
fli

ct
.

N
/A

N
/A

N
/A

5.
6 

D
is

cr
im

in
at

e 
be

tw
ee

n
pr

ob
le

m
s 

th
at

 b
el

on
g 

to
on

es
el

f a
nd

 p
ro

bl
em

s 
th

at
be

lo
ng

 to
 o

th
er

s.

N
/A

N
/A

N
/A

5.
7 

D
em

on
st

ra
te

 th
e

ab
ili

ty
 to

 a
pp

ly
 a

 p
ro

bl
em

-
so

lv
in

g 
st

ra
te

gy
 in

re
so

lv
in

g 
in

te
rp

er
so

na
l

pr
ob

le
m

s.

N
/A

N
/A

N
/A

5.
8 

A
pp

ly
 a

 m
ed

ia
tio

n
st

ra
te

gy
 to

 h
el

p 
re

so
lv

e
co

nf
lic

ts
.

N
/A

N
/A

N
/A

59
6 

0



C
O

M
P

R
E

H
E

N
S

IV
E

 S
T

U
D

E
N

T
 D

E
V

E
LO

P
M

E
N

T
 C

U
R

R
IC

U
LU

M
 M

A
T

R
IX

P
O

S
T

 S
E

C
O

N
D

A
R

Y
 L

E
V

E
L 

(V
oc

at
io

na
l-T

ec
hn

ic
al

)
S

tu
de

nt
 D

ev
el

op
m

en
t

S
ch

oo
l-B

as
ed

 O
ut

co
m

es
S

ch
oo

l-B
as

ed
 A

ct
iv

iti
es

Li
nk

in
g 

A
ct

iv
iti

es
W

or
k-

B
as

ed
 A

ct
iv

iti
es

P
S

 6
.0

 D
ev

el
op

 a
re

sp
ec

t f
or

 c
ul

tw
al

an
d 

hu
m

an
 d

iv
er

si
ty

an
d 

an
 a

pp
re

ci
at

io
n

fo
r 

di
ffe

re
nt

 c
us

to
m

s
an

d 
ex

pe
ct

at
io

ns
.

6.
1 

Id
en

tif
y 

th
e 

cu
st

om
s

an
d 

ex
pe

ct
at

io
ns

 o
f

hi
s/

he
r 

ow
n 

cu
ltu

re
s 

an
d

th
e 

cu
ltu

re
 o

f o
th

er
s.

C
ou

rs
e 

in
 c

ul
tu

ra
l d

iv
er

si
ty

an
d 

sp
ec

ia
l p

op
ul

at
io

ns
;

ex
er

ci
se

s 
in

 s
el

f-
aw

ar
en

es
s

an
d 

cu
ltu

ra
l s

el
f-

an
al

ys
is

;
em

pa
th

y 
tr

ai
ni

ng
; v

id
eo

s;
gu

es
t s

pe
ak

er
s;

pa
rt

ic
ip

at
io

n 
in

 c
am

pu
s

ce
le

br
at

io
ns

 o
f d

iv
er

si
ty

(i.
e.

, B
la

ck
 H

is
to

ry
 m

on
th

).

In
ve

st
ig

at
e 

an
d/

or
pa

rt
ic

ip
at

e 
in

 s
pe

ci
fic

ca
m

pu
s-

ba
se

d
pr

og
ra

m
m

in
g 

an
d 

se
rv

ic
es

(s
er

vi
ce

s 
fo

r 
st

ud
en

ts
 w

ith
di

sa
bi

lit
ie

s,
 in

te
rn

at
io

na
l

st
ud

en
t s

eM
ce

s,
 w

om
en

's
st

ud
ie

s)
.

In
vo

lv
em

en
t i

n 
co

m
m

un
ity

ac
tiv

iti
es

 th
ro

ug
h 

ac
tio

n
pl

an
s,

 v
ol

un
te

er
 a

ct
iv

iti
es

,
ca

se
 s

tu
di

es
, i

nt
er

vi
ew

s
gu

es
t s

pe
ak

er
s,

 to
ur

s 
of

cu
ltu

ra
l a

nd
 c

om
m

un
ity

ce
nt

er
s.

6.
2 

id
en

tif
y 

di
ffe

re
nc

es
be

tw
ee

n 
ot

he
rs

 a
nd

 s
el

f.
N

/A
N

/A
N

/A

6.
3 

E
xp

re
ss

 p
rid

e 
in

 h
is

/h
er

fa
m

ily
 a

nd
 c

ul
tu

ra
l

tr
ad

iti
on

s.

N
/A

N
/A

N
/A

6.
4 

D
em

on
st

ra
te

 r
es

pe
ct

fo
r 

th
e 

cu
st

om
s 

an
d

tr
ad

iti
on

s 
of

 in
di

vi
du

al
s

w
ith

 d
iff

er
en

t
ba

ck
gr

ou
nd

s.

N
/A

N
/A

N
/A

6.
5 

E
xp

la
in

 h
ow

un
de

rs
ta

nd
in

g 
an

d
ap

pr
ec

ia
tin

g 
di

ffe
re

nc
es

in
 h

er
ita

ge
 c

an
 h

el
p 

in
 th

e
de

ve
lo

pm
en

t o
f p

os
iti

ve
se

lf-
co

nc
ep

ts
 a

nd
 s

oc
ia

l
re

la
tio

ns
hi

ps
.

N
/A

N
/A

N
/A

6.
6 

R
el

at
e 

ef
fe

ct
iv

el
y 

to
ot

he
rs

 b
as

ed
 o

n
di

ffe
re

nc
es

 in
 e

th
ni

c,
cu

ltu
ra

l r
el

ig
io

us
 a

nd
 o

th
er

gr
ou

p 
m

em
be

rs
hi

ps
.

N
/A

N
/A

N
/A

61
62



C
O

M
P

R
E

H
E

N
S

IV
E

 S
T

U
D

E
N

T
 D

E
V

E
LO

P
M

E
N

T
 C

U
R

R
IC

U
LU

M
 M

A
T

R
IX

P
O

S
T

 S
E

C
O

N
D

A
R

Y
 L

E
V

E
L 

(V
oc

at
io

na
l-T

ec
hn

ic
al

)
S

tu
de

nt
 D

ev
el

op
m

en
t

S
ch

oo
l-B

as
ed

 O
ut

co
m

es
6.

7 
D

is
cu

ss
 h

ow
 in

di
vi

du
al

an
d 

cu
ltu

ra
l d

iff
er

en
ce

s
be

tw
ee

n 
pe

op
le

 c
an

co
nt

rib
ut

e 
to

 th
e

en
ric

hm
en

t o
f t

he
 w

ho
le

gr
ou

p.

S
ch

oo
l-B

as
ed

 A
ct

iv
iti

es
N

/A
Li

nk
in

g 
A

ct
iv

iti
es

N
/A

.

W
or

k-
B

as
ed

 A
ct

iv
iti

es
N

/A

6.
8 

D
em

on
st

ra
te

 a
n

aw
ar

en
es

s 
of

 h
is

/h
er

 o
w

n
bi

as
es

, p
re

ju
di

ce
s,

 a
nd

st
er

eo
ty

pe
s 

re
ga

rd
in

g
ge

nd
er

, e
th

ni
c,

 c
ul

tu
ra

l,
an

d 
re

lig
io

us
 d

iff
er

en
ce

s
as

 w
el

l a
s 

in
di

vi
du

al
di

ffe
re

nc
es

.

N
/A

N
/A

.

N
/A

6.
9 

E
va

lu
at

e 
th

e 
ef

fe
ct

s 
of

hi
s/

he
r 

ow
n 

bi
as

es
,

pr
ej

ud
ic

es
 a

nd
st

er
eo

ty
pe

s 
on

 s
el

f a
nd

 o
n

re
la

tio
ns

hi
ps

 w
ith

 O
th

er
s.

N
/A

N
/A

N
/A

6.
10

 D
es

cr
ib

e 
co

nf
lic

ts
re

su
lti

ng
 fr

om
 g

en
de

r 
an

d
cu

ltu
re

-r
el

at
ed

 b
el

ie
fs

 a
nd

bi
as

es
.

N
/A

N
/A

N
/A

6.
11

 A
na

ly
ze

 a
nd

ev
al

ua
te

 h
ow

 p
re

ju
di

ci
al

ac
tio

ns
 o

bs
er

ve
d 

ar
e

hu
rt

fu
l t

o 
ot

he
rs

.

N
/A

N
/A

N
/A

P
S

 7
.0

 A
cq

ui
re

ef
fe

ct
iv

e 
pr

ob
le

m
-

so
lv

in
g 

an
d 

de
ci

si
on

-
m

ak
in

g 
sk

ill
s 

fo
r

re
so

lv
in

g 
pe

rs
on

al
di

le
m

m
as

.

7.
1 

Id
en

tif
y 

pe
rs

on
al

 a
nd

in
te

rp
er

so
na

l p
ro

bl
em

s 
in

hi
s/

he
r 

ow
n 

lif
e,

W
or

ks
ho

ps
 in

 d
ec

is
io

n-
m

ak
in

g 
sk

ill
s:

 p
er

so
na

l,
ca

re
er

 a
nd

 a
ca

de
m

ic
co

un
se

lin
g.

(S
ee

 A
pp

en
di

x 
1.

24
)

N
/A

F
ie

ld
 e

xp
er

ie
nc

es
 a

nd
se

rv
ic

e 
le

ar
ni

ng
 a

ct
iv

iti
es

.

6 
3

6 
4



C
O

M
P

R
E

H
E

N
S

IV
E

 S
T

U
D

E
N

T
 D

E
V

E
LO

P
M

E
N

T
 C

U
R

R
IC

U
LU

M
 M

A
T

R
IX

P
O

S
T

 S
E

C
O

N
D

A
R

Y
 L

E
V

E
L 

(V
oc

at
io

na
l-T

ec
hn

ic
al

)
S

tu
de

nt
 D

ev
el

op
m

en
t

S
ch

oo
l-B

as
ed

 O
ut

co
m

es
S

ch
oo

l-B
as

ed
 A

ct
iv

iti
es

Li
nk

in
g 

A
ct

iv
iti

es
W

or
k-

B
as

ed
 A

ct
iv

iti
es

7.
2 

D
em

on
st

ra
te

 s
en

si
tiv

ity
to

 v
er

ba
l/n

on
-v

er
ba

l c
ue

s
in

 p
er

ce
iv

in
g 

pr
ob

le
m

s 
in

so
ci

al
 s

iiv
at

io
ns

.

N
/A

N
/A

N
/A

7.
3 

P
er

ce
iv

e 
an

d 
co

rr
ec

tly
in

te
rp

re
t t

he
 a

ct
io

ns
 a

nd
ne

ed
s 

of
 o

th
er

 p
eo

pl
e.

N
/A

N
/A

N
/A

7.
4 

D
ev

el
op

 a
 s

er
ie

s 
of

al
te

rn
at

e 
co

ur
se

s 
of

ac
tio

n 
in

 r
es

po
ns

e 
to

 a
n

id
en

tif
ie

d 
pr

ob
le

m
.

N
/A

N
/A

N
/A

7.
5 

Id
en

tif
y 

th
e

co
ns

eq
ue

nc
es

 a
ss

oc
ia

te
d

w
ith

 a
lte

rn
at

iv
e 

co
ur

se
s 

of
ac

tio
n 

co
ns

id
er

ed
 in

re
sp

on
se

 to
 a

n 
id

en
tif

ie
d

pr
ob

le
m

.

N
/A

N
/A

-
N

/A

7.
6 

P
ro

vi
de

 a
 r

at
io

na
le

 fo
r

a 
ch

os
en

 c
ou

rs
e 

of
 a

ct
io

n
as

 m
os

t a
pp

ro
pr

ia
te

 w
he

n
co

m
pa

re
d 

to
 a

lte
rn

at
iv

es
.

N
/A

N
/A

N
/A

7.
7 

S
el

ec
t a

n 
ef

fe
ct

iv
e

co
ur

se
 o

f a
ct

io
n 

fr
om

 tw
o

or
 m

or
e 

al
te

rn
at

iv
es

 in
re

sp
on

se
 to

 a
n 

id
en

tif
ie

d
pr

ob
le

m
.

N
/A

N
/A

N
/A

7.
8 

E
va

lu
at

e 
th

e
ef

fe
ct

iv
en

es
s 

of
 a

se
le

ct
ed

 c
ou

rs
e 

of
 a

ct
io

n
in

 r
es

po
ns

e 
to

 a
n

id
en

tif
ie

d 
pr

ob
le

m
.

N
/A

N
/A

.

N
/A



C
O

M
P

R
E

H
E

N
S

IV
E

 S
T

U
D

E
N

T
 D

E
V

E
LO

P
M

E
N

T
 C

U
R

R
IC

U
LU

M
 M

A
T

R
IX

P
O

S
T

 S
E

C
O

N
D

A
R

Y
 L

E
V

E
L 

(V
oc

at
io

na
l-T

ec
hn

ic
al

)
S

tu
de

nt
 D

ev
el

op
m

en
t

S
ch

oo
l-B

as
ed

 O
ut

co
m

es
S

ch
oo

l-B
as

ed
 A

ct
iv

iti
es

Li
nk

in
g 

A
ct

iv
iti

es
W

or
k-

B
as

ed
 A

ct
iv

iti
es

P
S

 8
.0

 D
ev

el
op

he
al

th
y 

liv
es

 a
nd

co
m

m
un

iti
es

.

8.
1 

K
no

w
 a

nd
 d

is
cu

ss
co

m
m

on
 h

ea
lth

 p
ro

bl
em

s
in

 s
oc

ie
ty

.

W
el

ln
es

s 
ac

tiv
iti

es
; a

bu
se

aw
ar

en
es

s 
an

d 
pr

ev
en

tio
n

pr
og

ra
m

m
in

g-
-p

er
so

na
l

co
un

se
lin

g.
(S

ee
 A

pp
en

di
ce

s 
1.

24
, 3

.1
0)

R
ef

er
ra

ls
 to

 c
om

m
un

ity
ag

en
ci

es
.

(S
ee

 A
pp

en
di

x 
4.

10
)

N
/A

8.
2 

R
ec

og
ni

ze
 p

os
iti

ve
ef

fe
ct

s 
of

 li
vi

ng
 a

 h
ea

lth
y

lif
e 

on
 s

el
f a

nd
 s

oc
ie

ty
.

N
/A

-

N
/A

N
/A

8.
3 

K
no

w
 a

nd
de

m
on

st
ra

te
 h

ow
ex

er
ci

se
, n

ut
rit

io
n,

 p
os

iti
ve

af
fit

ud
es

 a
nd

 p
er

so
na

l
liv

in
g 

ha
bi

ts
 c

an
 a

ffe
ct

on
es

 li
fe

 a
nd

 c
om

m
un

ity
.

N
/A

N
/A

N
/A

8.
4 

R
ec

og
ni

ze
 h

ig
h-

ris
k

be
ha

vi
or

s 
an

d 
pr

es
su

re
s

th
at

 c
on

tr
ib

ut
e 

to
un

he
al

th
y 

so
ci

al
 a

ct
iv

iti
es

.

N
/A

N
/A

N
/A

8.
5 

In
di

ca
te

 k
no

w
le

dg
e 

of
th

e 
va

lu
es

 o
f w

el
ln

es
s 

an
d

pr
ev

en
tio

n 
st

ra
te

gi
es

re
la

te
d 

to
 th

e 
th

re
at

s
ag

ai
ns

t h
ea

lth
.

N
/A

N
/A

N
/A

8.
6 

C
ite

 a
nd

 d
es

cr
ib

e 
th

e
lo

ng
-r

an
ge

 c
on

se
qu

en
ce

s
of

 a
bu

si
ve

 b
eh

av
io

r.

N
/A

,

N
/A

N
/A

8.
7 

K
no

w
 a

va
ila

bl
e 

sc
ho

ol
an

d 
co

m
m

un
ity

 r
es

ou
rc

es
th

at
 p

ro
m

ot
e 

he
al

th
 a

nd
he

lp
 th

os
e 

in
 n

ee
d 

of
as

si
st

an
ce

.

N
/A

N
/A

N
/A

67
68



C
O

M
P

R
E

H
E

N
S

IV
E

 S
T

U
D

E
N

T
 D

E
V

E
LO

P
M

E
N

T
 C

U
R

R
IC

U
LU

M
 M

A
T

R
IX

P
O

S
T

 S
E

C
O

N
D

A
R

Y
 L

E
V

E
L 

(V
oc

at
io

na
l-T

ec
hn

ic
al

)
S

tu
de

nt
 D

ev
el

op
m

en
t

S
ch

oo
l-B

as
ed

 O
ut

co
m

es
8.

8 
G

iv
e 

ex
am

pl
es

 o
f

pr
ev

en
tio

n 
st

ra
te

gi
es

re
la

te
d 

to
 th

e 
pr

ob
le

m
s 

of
ab

us
e 

an
d 

po
te

nt
ia

l
ha

rm
.

S
ch

oo
l-B

as
ed

 A
ct

iv
iti

es
Li

nk
in

g 
A

ct
iv

iti
es

W
or

k-
B

as
ed

 A
ct

iv
iti

es
N

/A
N

/A
N

/A

C
O

M
M

U
N

IT
Y

IN
V

O
LV

E
M

E
N

T
C

I 1
.0

 A
pp

re
ci

at
e 

th
e

ro
le

 o
f c

om
m

un
ity

w
or

ke
rs

.

1.
1 

G
iv

e 
ex

am
pl

es
 o

f t
he

ro
le

s 
an

d 
fu

nc
tio

ns
 o

f
co

m
m

un
ity

 le
ad

er
s 

an
d

w
or

ke
rs

.

In
vi

te
 g

ue
st

 s
pe

ak
er

s 
w

ho
ha

ve
 r

ec
ei

ve
d 

to
ke

ns
 o

f
ap

pr
ec

ia
tio

n 
fr

om
 th

e
co

m
m

un
ity

 (
i.e

.,
ce

rt
ifi

ca
te

s,
 th

an
k-

yo
u

ca
rd

s)
.

P
os

t v
ol

un
te

er
 jo

b 
lis

tin
gs

an
d 

de
sc

rip
tio

ns
 o

f
vo

lu
nt

ee
r 

w
or

k.

In
vi

te
 g

ue
st

 s
pe

ak
er

s 
to

di
sc

us
s 

vo
lu

nt
ee

ris
m

, t
ou

r
va

rio
us

 w
or

kp
la

ce
s,

 a
tte

nd
co

m
m

un
ity

 e
ve

nt
s 

w
he

re
le

ad
er

s 
ar

e 
in

vo
lv

ed
.

P
ar

tic
ip

at
e 

in
 in

te
rn

sh
ip

s
an

d/
or

 v
ol

un
te

er
 w

or
k.

1.
2 

D
em

on
st

ra
te

 a
n

ap
pr

ec
ia

tio
n 

fo
r

co
m

m
un

ity
 le

ad
er

s,
se

rv
ic

e 
pr

ov
id

er
s,

 a
nd

vo
lu

nt
ee

rs
.

N
/A

N
/A

N
/A

C
I 2

.0
 D

ev
el

op
 a

se
ns

e 
of

 c
om

m
un

ity
pr

id
e.

2.
1 

D
ev

el
op

 a
 s

en
se

 o
f

co
m

m
un

ity
 p

rid
e.

 G
iv

e
ex

am
pl

es
 o

f
ac

hi
ev

em
en

ts
 b

y
co

m
m

un
ity

 m
em

be
rs

 th
at

fo
st

er
 c

om
m

un
ity

 p
rid

e.

C
re

at
e 

bu
lle

tin
 b

oa
rd

s 
of

va
rio

us
 c

om
m

un
ity

re
so

ur
ce

s.
 C

re
at

e 
a 

ha
ll 

of
fa

m
e 

or
ga

ni
ze

d 
by

 th
e

sc
ho

ol
. P

os
t a

w
ar

ds
 w

on
by

 th
e 

sc
ho

ol
. U

se
 in

te
rn

et
to

 c
on

du
ct

 r
es

ea
rc

h 
on

va
rio

us
 s

oc
ia

l s
er

vi
ce

s 
an

d
th

ei
r 

de
sc

rip
tio

ns
. D

ev
el

op
a 

co
m

m
un

ity
 m

em
or

y
bo

ok
/c

ol
la

ge
 o

r 
da

ta
ba

se
of

 v
ar

io
us

 s
er

vi
ce

s 
pr

ov
id

ed
by

 th
e 

sc
ho

ol
 a

nd
co

m
m

un
ity

.

A
nn

ou
nc

e 
at

 s
ch

oo
l w

he
n

th
e 

co
m

m
un

ity
 h

on
or

s 
a

st
ud

en
t, 

fa
cu

lty
 o

r 
st

af
f

m
em

be
r.

 D
ev

el
op

 a
sc

ho
ol

-b
as

ed
 c

om
m

un
ity

re
so

ur
ce

 n
ew

sl
et

te
r.

 In
vi

te
C

ha
m

be
r 

of
 C

om
m

er
ce

re
pr

es
en

ta
tiv

es
 to

 s
pe

ak
.

H
av

e 
a 

se
ct

io
n 

of
 th

e
m

ed
ia

 c
en

te
r 

on
co

m
m

un
ity

 h
is

to
ry

.
(S

ee
 a

ls
o 

IV
.A

. 1
-2

)

P
ar

tic
ip

at
e 

in
 c

om
m

un
ity

pr
id

e 
ac

tiv
iti

es
 (

i.e
. H

ab
ita

t
fo

r 
H

um
an

ity
, R

ed
 C

ro
ss

)
to

ur
s 

of
 c

om
m

un
ity

ag
en

ci
es

/p
ro

je
ct

s;
at

te
nd

in
g 

sc
ho

ol
 b

oa
rd

m
ee

tin
gs

; u
nd

er
st

an
di

ng
lo

ca
l p

ol
ic

ie
s;

 r
ea

di
ng

 th
e

ne
w

sp
ap

er
. I

nt
er

n 
at

 lo
ca

l
co

m
m

un
ity

 h
is

to
ric

al
 s

ite
s.

69
70



C
O

M
P

R
E

H
E

N
S

IV
E

 S
T

U
D

E
N

T
 D

E
V

E
LO

P
M

E
N

T
 C

P
O

S
T

 S
E

C
O

N
D

A
R

Y
 L

E
V

E
L 

(V
oc

at
io

na
lU

R
R

IC
U

LU
M

 M
A

T
R

IX
-T

ec
hn

ic
al

)
Li

nk
in

g 
A

ct
iv

iti
es

S
tu

de
nt

 D
ev

el
op

m
en

t
C

I 3
.0

 D
ev

el
op

 a
nd

pa
rt

ic
ip

at
e 

in
co

m
m

un
ity

 v
ol

un
te

er
se

rv
ic

e 
pr

oj
ec

ts
.

S
ch

oo
l-B

as
ed

 O
ut

co
m

es
3.

1 
D

es
cr

ib
e 

th
e 

va
lu

e
an

d 
be

ne
fit

 o
f

vo
lu

nt
ee

rin
g 

fo
r

co
m

m
un

ity
 s

er
vi

ce
.

S
ch

oo
l-B

as
ed

 A
ct

iv
iti

es
W

or
k-

B
as

ed
 A

ct
iv

iti
es

D
ev

el
op

 v
ar

io
us

 c
om

m
un

ity
aw

ar
en

es
s 

ac
tiv

iti
es

;
cl

as
sr

oo
m

 p
ro

je
ct

s 
th

at
he

lp
 th

e 
co

m
m

un
ity

 (
i.e

.
ad

op
tin

g 
a 

hi
gh

w
ay

;
pa

rt
ic

ip
at

in
g 

in
 th

e 
an

ge
l

tr
ee

 p
ro

gr
am

; c
os

m
et

ol
og

y
st

ud
en

ts
 g

iv
in

g 
fr

ee
 h

ai
rc

ut
s

to
 b

re
as

t c
an

ce
r 

pa
tie

nt
s;

LP
N

 s
tu

de
nt

s 
pa

rt
ic

ip
at

in
g

in
 h

ea
lth

 fa
irs

 a
nd

 b
lo

od
dr

iv
es

; T
ha

nk
sg

iv
in

g 
fo

od
dr

iv
e)

.

O
ffe

r 
ex

tr
a 

cr
ed

it 
fo

r
co

m
m

un
ity

 s
er

vi
ce

pa
rt

ic
ip

at
io

n;
 in

vi
te

re
pr

es
en

ta
tiv

e 
fr

om
st

ud
en

t s
er

vi
ce

s 
of

fic
e 

to
di

sc
us

s 
th

e 
la

w
s 

an
d

se
rv

ic
e 

ac
tiv

iti
es

 th
at

 h
el

p
m

ak
e 

sa
fe

 a
nd

 fr
ie

nd
ly

co
m

m
un

iti
es

; p
ro

m
ot

e
cl

ub
s/

or
ga

ni
za

tio
ns

 th
at

in
cl

ud
e 

co
m

m
un

ity
se

rv
ic

e;
 in

vi
te

 c
om

m
un

ity
vo

lu
nt

ee
rs

 to
 s

pe
ak

 o
n

th
ei

r 
ex

pe
rie

nc
es

.

In
vo

lv
em

en
t i

n 
so

ci
al

 c
lu

bs
(i.

e.
 It

al
ia

n-
A

m
er

ic
an

 c
lu

b)
,

aw
ar

en
es

s 
of

 b
en

ev
ol

en
t

or
ga

ni
za

tio
ns

 (
i.e

.
S

al
va

tio
n 

A
rm

y)
,

pa
rt

ic
ip

at
e 

in
 s

ha
do

w
in

g
or

 v
ol

un
te

er
 e

xp
er

ie
nc

es
 in

th
e 

co
m

m
un

ity
.

(S
ee

 a
ls

o 
IV

.B
. 1

-4
)

3.
2 

Id
en

tif
y 

co
m

m
un

ity
ne

ed
s 

an
d 

in
te

re
st

s.
N

/A
N

/A
N

/A

3.
3 

K
no

w
 a

nd
 id

en
tif

y
w

ay
s 

in
 w

hi
ch

 y
ou

ng
pe

op
le

 c
an

 h
el

p 
m

ak
e

th
ei

r 
sc

ho
ol

s,
ne

ig
hb

or
ho

od
s,

 a
nd

co
m

m
un

iti
es

 a
 b

et
te

r
pl

ac
e 

to
 li

ve
 a

nd
 w

or
k.

N
/A

N
/A

N
/A

3.
4 

V
ie

w
 a

nd
 d

es
cr

ib
e 

se
lf

as
 a

 v
al

ua
bl

e 
co

nt
rib

ut
or

to
 s

af
e,

 fr
ie

nd
ly

, a
nd

pr
od

uc
tiv

e 
co

m
m

un
iti

es
.

N
/A

N
/A

N
/A

3.
5 

P
ar

tic
ip

at
e 

in
 v

ol
un

ta
ry

co
m

m
un

ity
 s

er
vi

ce
pr

oj
ec

ts
 th

at
 in

vo
lv

e 
an

ap
pl

ic
at

io
n 

of
 k

no
w

le
dg

e
an

d 
sk

ill
s 

le
ar

ne
d 

in
-

sc
ho

ol
.

N
/A

N
/A

N
/A

71
7 

r)



e
.

C
O

M
P

R
E

H
E

N
S

IV
E

 S
T

U
D

E
N

T
 D

E
V

E
LO

P
M

E
N

T
 C

U
R

R
IC

U
LU

M
 M

A
T

R
IX

P
O

S
T

 S
E

C
O

N
D

A
R

Y
 L

E
V

E
L 

(V
oc

at
io

na
l-T

ec
hn

ic
al

)
S

ch
oo

l-B
as

ed
 A

ct
iv

iti
es

Li
nk

in
g 

A
ct

iv
iti

es
S

tu
de

nt
 D

ev
el

op
m

en
t

..

S
ch

oo
l-B

as
ed

 O
ut

co
m

es
3.

6 
D

es
cr

ib
e 

an
d 

di
sc

us
s

th
e 

va
lu

e 
an

d 
sa

tis
fa

ct
io

n
of

 h
el

pi
ng

 o
th

er
s 

th
ro

ug
h

co
m

m
un

ity
 s

er
vi

ce
pr

oj
ec

ts
.

N
/A

N
/A

W
or

k-
B

as
ed

 A
ct

iv
iti

es
N

/A
.

C
I 4

.0
 U

nd
er

st
an

d
an

d 
en

ha
nc

e 
th

e
co

m
m

un
ity

.

4.
1 

D
em

on
st

ra
te

 p
os

iti
ve

at
tit

ud
es

 to
w

ar
d

co
m

m
un

ity
.

F
or

m
 c

om
m

un
ity

im
pr

ov
em

en
t c

om
m

itt
ee

s
an

d 
gi

ve
 r

ec
og

ni
tio

n
, a

w
ar

ds
 fo

r 
sc

ho
ol

pa
rt

ic
ip

at
io

n 
(i.

e.
 S

er
vi

ce
pi

ns
).

(S
ee

 a
ls

o 
IV

.C
. 1

-6
)

D
ev

el
op

 a
 s

ch
oo

l-b
as

ed
co

m
m

un
ity

 r
es

ou
rc

e
ne

w
sl

et
te

r;
 g

iv
e 

aw
ar

ds
 to

in
vo

lv
ed

 c
om

m
un

ity
m

em
be

rs
; i

nv
ite

 s
ch

oo
l

ad
vi

so
ry

 b
oa

rd
 to

 a
tte

nd
sp

ec
ia

l a
ct

iv
iti

es
 a

t s
ch

oo
l

si
te

s.
(S

ee
 a

ls
o 

IV
.A

. 1
-2

, I
V

.C
.

1-
6)

P
ar

tic
ip

at
e 

in
 o

n-
th

e-
jo

b
tr

ai
ni

ng
, s

ha
do

w
in

g 
or

vo
lu

nt
ee

r 
ex

pe
rie

nc
es

 in
th

e 
co

m
m

un
ity

 s
er

vi
ce

fie
ld

.
(S

ee
 a

ls
o 

IV
.B

.1
-4

, I
V

.C
.1

-6
)

4.
2 

V
is

ua
liz

e 
an

d 
de

sc
rib

e
se

lf 
as

 a
 r

es
po

ns
ib

le
 a

nd
pr

od
uc

tiv
e 

co
m

m
un

ity
m

em
be

r.

N
/A

N
/A

N
/A

4.
3 

T
ak

e 
a 

pa
rt

 in
 a

ct
iv

iti
es

th
at

 b
ui

ld
 a

 s
en

se
 o

f p
rid

e
in

 h
is

 o
r 

he
r 

co
m

m
un

ity
.

N
/A

N
/A

N
/A

4.
4 

F
or

m
 a

 p
os

iti
ve

w
or

ki
ng

 a
nd

 le
ar

ni
ng

re
la

tio
ns

hi
p 

w
ith

re
sp

ec
te

d 
an

d 
pr

od
uc

tiv
e

ci
tiz

en
s 

in
 th

e 
co

m
m

un
ity

.

N
/A

N
/A

N
/A

4.
5 

K
no

w
 a

nd
 id

en
tif

y
co

nc
ep

ts
 a

nd
 s

ki
lls

 r
el

at
ed

to
 g

oo
d 

ci
tiz

en
sh

ip
.

N
/A

N
/A

N
/A

4.
6 

K
no

w
 r

es
ou

rc
es

av
ai

la
bl

e 
in

 th
e

co
m

m
un

ity
 th

at
 s

up
po

rt
pe

rs
on

al
 a

nd
 s

oc
ia

l w
el

l
be

in
g.

N
/A

N
/A

N
/A

73
74



C
O

M
P

R
E

H
E

N
S

IV
E

 S
T

U
D

E
N

T
 D

E
V

E
LO

P
M

E
N

T
 C

U
R

R
IC

U
LU

M
 M

A
T

R
IX

F
O

R
 F

R
E

S
H

M
A

N
 A

N
D

 S
O

P
H

O
M

O
R

E
 P

O
S

T
S

E
C

O
N

D
A

R
Y

 L
E

V
E

LS

Im
po

rt
an

t N
ot

e:
 P

le
as

e 
re

fe
r 

to
 th

e 
hi

gh
 s

ch
oo

l m
at

rix
 fo

r t
ho

se
 o

ut
co

m
es

 b
el

ow
 w

hi
ch

 li
st

 a
 N

/A
. I

n 
ad

di
tio

n,
 it

m
ay

 b
e 

ap
pr

op
ria

te
 to

 c
on

su
lt 

th
e

hi
gh

 s
ch

oo
l m

at
rix

 if
 s

tu
de

nt
s 

en
te

r 
th

is
 le

ve
l w

ith
ou

t o
bt

ai
ni

ng
 th

e 
hi

gh
 s

ch
oo

l c
om

pe
te

nc
ie

s.

S
tu

de
nt

 D
ev

el
op

m
en

t C
ur

ric
ul

um
S

ch
oo

l B
as

ed
 O

ut
co

m
es

S
ch

oo
l-B

as
ed

Li
nk

in
g

W
or

k-
B

as
ed

D
om

ai
ns

 a
nd

 G
oa

ls
A

ct
iv

iti
es

A
ct

iv
iti

es
A

ct
iv

iti
es

A
ca

de
m

ic
 A

ch
ie

ve
m

en
t

U
nd

er
st

an
d 

an
d 

pa
rt

ic
ip

at
e

in
 a

 s
ch

oo
l e

nv
iro

nm
en

t
1.

K
no

w
 s

ch
oo

l p
ro

ce
du

re
s 

in
or

de
r 

to
 c

oo
pe

ra
te

 a
nd

 ta
ke

pa
rt

 in
 a

 s
ha

re
d 

le
ar

ni
ng

en
vi

ro
nm

en
t.

1.
S

tu
de

nt
or

ie
nt

at
io

n,
co

lle
ge

ca
ta

lo
g,

 &
st

ud
en

t
ha

nd
bo

ok
 (

S
ee

I.
N

A
I.

F
ie

ld
 e

xp
er

ie
nc

e
or

ie
nt

at
io

ns

A
pp

en
di

x 
1.

1)

2.
D

em
on

st
ra

te
 a

 p
os

iti
ve

tr
an

si
tio

n 
fr

om
 o

ne
ac

ad
em

ic
 le

ve
l t

o 
an

ot
he

r
an

d 
be

tw
ee

n 
sc

ho
ol

s.

2.
D

ua
l

en
ro

llm
en

t,
co

lle
ge

 p
re

p
cl

as
se

s,
or

ie
nt

at
io

ns
,

co
ur

se
 in

co
lle

ge
su

cc
es

s 
sk

ill
s,

tr
an

sf
er

 a
nd

fin
an

ci
al

 a
id

w
or

ks
ho

ps

2.
C

ar
ee

r
co

un
se

lin
g,

 jo
b

se
ar

ch
, t

ra
ns

fe
r

w
or

ks
ho

p,
 e

xi
t

ch
ec

kl
is

t

2.
C

ar
ee

r 
or

 c
ol

le
ge

fa
irs

, g
ue

st
 s

pe
ak

er
s,

an
d 

fie
ld

ex
pe

rie
nc

es

(S
ee

 A
pp

en
di

x
1.

2)

3.
D

em
on

st
ra

te
 b

eh
av

io
r 

th
at

re
fle

ct
s 

po
si

tiv
e 

w
or

ki
ng

re
la

tio
ns

hi
ps

 w
ith

 te
ac

he
rs

an
d 

cl
as

sm
at

es
.

3.
C

ol
la

bo
ra

tiv
e

le
ar

ni
ng

 &
gr

ou
p 

pr
oj

ec
ts

3.
N

A
3.

N
A

75
76



G

4.
 D

es
cr

ib
e 

sc
ho

ol
 a

nd
 te

ac
he

r
ev

al
ua

tio
n 

pr
oc

ed
ur

es
, s

uc
h

as
 p

ro
gr

es
s 

re
po

rt
s,

 g
ra

de
po

in
t a

ve
ra

ge
, c

la
ss

 c
re

di
ts

,
th

e 
va

lu
e 

of
 h

om
ew

or
k

as
si

gn
m

en
ts

, a
nd

 r
el

at
ed

pr
oc

ed
ur

es
 fo

r 
ob

ta
in

in
g

cr
ed

it.

4.
C

ou
rs

e 
sy

lla
bi

an
d

ev
al

ua
tio

ns
, &

ad
vi

si
ng

(S
ee

 A
pp

en
di

x
1.

3)

4.
 N

A
4.

 o
sh

i e
xp

er
ie

nc
e

ev
al

ua
tio

ns

D
ev

el
op

 e
ffe

ct
iv

e 
st

ud
y 

sk
ill

s
L 

Id
en

tif
y 

co
m

m
on

 s
tu

dy
 s

ki
lls

1.
C

ou
rs

e 
in

1-
8 

N
A

1-
8 

F
ie

ld
 e

xp
er

ie
nc

e
an

d 
ha

bi
ts

 th
at

 c
on

tr
ib

ut
e 

to
co

lle
ge

ev
al

ua
tio

ns
 a

nd
sc

ho
ol

 s
uc

ce
ss

.
su

cc
es

s 
sk

ill
s,

pe
er

m
en

to
rin

g,
le

ar
ni

ng
 la

b
an

d 
tu

to
rin

g
se

rv
ic

es
 (

S
ee

su
pe

rv
is

io
n 

m
ee

tin
gs

A
pp

en
di

ce
s

1.
1 

&
 1

.4
)

2.
Id

en
tif

y 
an

d 
ev

al
ua

te
 h

is
/h

er
st

ud
y 

sk
ill

s 
us

ed
 in

 s
ch

oo
l a

nd
ou

t o
f s

ch
oo

l, 
ex

am
in

in
g

st
re

ng
th

s 
an

d 
ar

ea
s 

th
at

ne
ed

 im
pr

ov
em

en
t

2-
8 

A
ll 

ab
ov

e 
pl

us
fie

ld
ex

pe
rie

nc
e

cl
as

se
s

3.
D

es
cr

ib
e 

th
e 

va
lu

e 
of

pr
ac

tic
in

g 
a 

sk
ill

 a
nd

 it
s

re
la

tio
ns

hi
p 

to
 s

uc
ce

ss
fu

l
pe

rf
or

m
an

ce
 o

f a
 ta

sk
.

4.
Li

st
 a

nd
 d

es
cr

ib
e 

ho
w

 s
tu

dy
sk

ill
s 

an
d 

ha
bi

ts
 fo

r 
sc

ho
ol

su
cc

es
s 

ar
e 

re
la

te
d 

to
 o

th
er

as
pe

ct
s 

of
 li

fe
.

5.
E

xp
la

in
 th

e 
va

lu
e 

an
d

de
sc

rib
e 

th
e 

im
po

rt
an

ce
 o

f
w

or
ki

ng
 w

ith
 a

nd
 w

ith
ou

t
su

pe
rv

is
io

n.



5.
E

va
lu

at
e 

tim
e-

m
an

ag
em

en
t

sk
ill

s 
re

la
te

d 
to

 s
ch

oo
l

su
cc

es
s.

D
ev

el
op

 e
ffe

ct
iv

e 
st

re
ss

1.
Id

en
tif

y 
an

d 
lis

t t
yp

ic
al

1-
3 

S
tr

es
s

1-
5 

N
A

1-
5 

E
m

pl
oy

ee
m

an
ag

em
en

t s
ki

lls
ev

en
ts

 a
nd

 s
itu

at
io

ns
 th

at
m

an
ag

em
en

t
as

si
st

an
ce

 a
nd

ar
e 

st
re

ss
fu

l i
s 

a 
sc

ho
ol

 a
nd

at
 a

 li
fe

 s
ta

ge
.

2.
A

cc
ep

t s
tr

es
s 

an
d 

an
xi

et
y 

as
a 

na
tu

ra
l a

sp
ec

t o
f l

ife
 a

nd
ci

te
 r

ea
so

ns
 fo

r 
de

ve
lo

pi
ng

st
re

ss
-m

an
ag

em
en

t s
ki

lls
.

w
or

ks
ho

ps
,

co
ur

se
 in

co
lle

ge
su

cc
es

s 
sk

ill
s,

an
d 

pe
rs

on
al

co
un

se
lin

g
(S

ee

de
ve

lo
pm

en
ta

l
w

or
ks

ho
ps

A
pp

en
di

ce
s

3.
C

ite
 b

as
ic

 s
ki

lls
 r

el
at

ed
 to

an
d 

m
et

ho
ds

 o
f c

op
in

g 
w

ith
te

st
-a

nx
ie

ty
 a

nd
 o

th
er

 s
ch

oo
l

re
la

te
d 

st
re

ss
es

.

1.
2 

&
 1

.6
)

4.
Id

en
tif

y 
ba

rr
ie

rs
 to

 h
is

/h
er

su
cc

es
s 

at
 s

ch
oo

l.

5.
Id

en
tif

y 
st

ra
te

gi
es

 to
 c

ou
nt

er
ba

rr
ie

rs
 to

 s
ch

oo
l s

uc
ce

ss
.

4-
5 

A
ll 

ab
ov

e 
pl

us
as

se
ss

m
en

t
ev

al
ua

tio
n,

ac
ad

em
ic

ad
vi

si
ng

,
co

un
se

lin
g,

an
d 

st
ud

en
t

or
ie

nt
at

io
n

(S
ee

A
pp

en
di

ce
s

1.
1 

&
 1

.6
)

U
nd

er
st

an
d 

at
tit

ud
es

 a
nd

1.
U

nd
er

st
an

d 
th

e 
po

w
er

 o
f

1-
3 

S
tu

de
nt

1-
4 

N
A

1-
4 

N
A

be
ha

vi
or

s 
re

la
te

d 
to

ac
ad

em
ic

 a
ch

ie
ve

m
en

t
pe

er
 r

el
at

io
ns

hi
ps

 a
nd

 p
ee

r
su

pp
or

t a
nd

 id
en

tif
y

de
si

ra
bl

e 
an

d 
un

de
si

ra
bl

e
pe

er
 p

re
ss

ur
es

 in
 te

rm
s 

of
sc

ho
ol

 s
uc

ce
ss

.

2.
D

iff
er

en
tia

te
 b

et
w

ee
n

or
ie

nt
at

io
n,

st
ud

en
t

ha
nd

bo
ok

,
st

ud
en

t
de

ve
lo

pm
en

t
w

or
ks

ho
ps

,
m

ot
iv

at
io

na
l

.

80



6.
D

em
on

st
ra

te
 a

n 
aw

ar
en

es
s

an
d 

in
te

re
st

 in
 ta

ki
ng

re
sp

on
si

bi
lit

y 
fo

r 
hi

s/
he

r
le

ar
ni

ng
.

7.
D

is
ce

rn
 a

nd
 a

cc
ep

t m
is

ta
ke

s
as

 a
n 

im
po

rt
an

t p
ar

t o
f t

he
le

ar
ni

ng
 p

ro
ce

ss
.

8.
R

ec
og

ni
ze

 a
nd

 d
es

cr
ib

e 
th

e
pe

rs
on

al
 s

at
is

fa
ct

io
n 

an
d

va
lu

e 
of

 c
om

pl
et

in
g 

a 
ta

sk
.

D
ev

el
op

 e
ffe

ct
iv

e 
tim

e
1.

Id
en

tif
y 

an
d 

ci
te

 ti
m

es
 o

f t
he

1-
5 

T
im

e
1-

5 
N

A
1-

5 
N

A
m

an
ag

em
en

t s
ki

lls
da

y 
an

d 
w

ee
k 

w
he

n 
hi

s/
he

r
ac

ad
em

ic
 ta

sk
s 

an
d

as
si

gn
m

en
ts

 m
ig

ht
 b

es
t b

e
co

m
pl

et
ed

2.
O

ut
lin

e 
in

 w
rit

in
g 

a 
w

ee
kl

y
pl

an
ni

ng
 s

ch
ed

ul
e 

th
at

in
di

ca
te

s 
pe

rio
ds

 o
f t

im
e

m
ar

ke
d 

fo
r 

st
ud

y 
an

d
co

m
pl

et
io

n 
of

 h
om

ew
or

k
as

si
gn

m
en

ts
.

m
an

ag
em

en
t

w
or

ks
ho

p 
an

d
in

st
ru

ct
io

n 
on

se
lf

m
an

ag
em

en
t

be
ha

vi
or

al
pl

an
(S

ee
A

pp
en

di
x 

1.
5)

3.
Li

st
 c

om
m

on
 o

r 
ro

ut
in

e 
du

tie
s

an
d 

ta
sk

s 
ot

he
r 

th
at

 s
ch

oo
l

as
si

gn
m

en
ts

 a
nd

 m
ar

k 
th

em
on

 a
 w

ee
kl

y 
pl

an
ni

ng
sc

he
du

le
.

4.
A

ck
no

w
le

dg
e 

an
d 

de
sc

rib
e

th
e 

va
lu

e 
of

 s
et

tin
g 

an
d

m
on

ito
rin

g 
go

al
s 

an
d

es
ta

bl
is

hi
ng

 ti
m

e-
m

an
ag

em
en

t p
rio

rit
ie

s.

81



A
ss

es
s 

se
lf 

an
d 

sc
ho

ol
 s

uc
ce

ss
sk

ill
s

1.
Li

st
 a

nd
 d

es
cr

ib
e 

cl
as

sr
oo

m
le

ar
ni

ng
 b

eh
av

io
rs

 r
el

at
ed

 to
ac

hi
ev

em
en

t,

1.
S

tu
de

nt
ha

nd
bo

ok
an

d/
or

 c
at

al
og

an
d 

co
ur

se
 in

co
lle

ge
su

cc
es

s 
sk

ill
s

(S
ee

 A
pp

en
di

x
1.

2)

1-
7 

N
A

1-
7 

N
A

2.
A

ss
es

s 
an

d 
ev

al
ua

te
 h

is
 o

r
2.

In
st

ru
ct

io
n 

in
he

r 
st

re
ng

th
s 

re
ga

rd
in

g
se

lf 
an

d 
pe

er
cl

as
sr

oo
m

 le
ar

ni
ng

as
se

ss
m

en
t o

f
be

ha
vi

or
s.

pr
og

re
ss

3.
Id

en
tif

y 
hi

s/
he

r 
cl

as
sr

oo
m

an
d 

le
ar

ni
ng

 b
eh

av
io

rs
 th

at
ne

ed
 im

pr
ov

em
en

t.

3.
S

am
e 

as
 #

2

4.
A

ss
es

s 
an

d 
ev

al
ua

te
 h

is
/h

er
4.

S
tu

de
nt

te
ac

he
r-

st
ud

en
t w

or
ki

ng
te

ac
he

r
re

la
tio

ns
hi

ps
co

nf
er

en
ce

s
an

d 
of

fic
e 

ho
ur

ap
po

in
tm

en
ts

5.
A

ss
es

s 
an

d 
ev

al
ua

te
 h

is
/h

er
pe

er
 r

el
at

io
ns

hi
ps

 in
 te

rm
s 

of
th

ei
r 

af
fe

ct
 o

n 
ac

ad
em

ic
ac

hi
ev

em
en

t.

5.
 S

am
e 

as
 #

2

6.
A

ss
es

s 
hi

s/
he

r 
pe

rs
on

al
at

tit
ud

es
 a

bo
ut

 s
ch

oo
l.

6.
 S

am
e 

as
 #

2
,

7.
Id

en
tif

y 
an

d 
ci

te
 h

is
/h

er
7.

 C
ar

ee
r 

an
d/

or
sp

ec
ia

l i
nt

er
es

ts
, a

bi
lit

ie
s,

an
d 

sk
ill

s 
in

 a
ca

de
m

ic
ac

ad
em

ic
co

un
se

lin
g 

an
d

ac
hi

ev
em

en
t a

nd
pa

rt
ic

ip
at

io
n 

in
op

po
rt

un
iti

es
 to

 e
xc

el
 in

ho
no

r 
pr

og
ra

m
s

ac
ad

em
ic

 a
re

as
.

(S
ee

83
84



in
tr

in
si

c 
an

d 
ex

tr
in

si
c

pr
es

su
re

s 
an

d 
re

w
ar

ds
.

3.
R

ec
og

ni
ze

 a
nd

 d
es

cr
ib

e
ho

w
 p

os
iti

ve
 th

in
ki

ng
 a

nd
pr

ac
tic

e 
of

 s
ki

lls
 a

re
 r

el
at

ed
to

 s
uc

ce
ss

.

se
m

in
ar

s,
 c

o-
cu

rr
ic

ul
ar

 a
nd

ex
tr

a-
cu

rr
ic

ul
ar

ac
tiv

iti
es

,
al

um
ni

ac
tiv

iti
es

(S
ee

A
pp

en
di

ce
s

4.
 Id

en
tif

y 
an

d 
de

m
on

st
ra

te
m

ot
iv

at
io

na
l t

ec
hn

iq
ue

s
re

la
te

d 
to

 s
ch

oo
l s

uc
ce

ss
.

1.
1 

&
 1

.7
)

3-
4 

A
ll 

of
 th

e
ab

ov
e 

pl
us

cl
ub

pa
rt

ic
ip

at
io

n

D
ev

el
op

 in
te

rp
er

so
na

l a
nd

1.
Id

en
tif

y 
an

d 
de

m
on

st
ra

te
1.

F
un

da
m

en
ta

ls
1-

4 
N

A
1-

4 
F

ie
ld

 e
xp

er
ie

nc
es

co
m

m
un

ic
at

io
n 

sk
ill

s 
fo

r
in

te
rp

er
so

na
l s

ki
lls

 r
el

at
ed

 to
of

 s
pe

ec
h

su
cc

es
sf

ul
 le

ar
ni

ng
bu

ild
in

g 
po

si
tiv

e 
w

or
ki

ng
re

la
tio

ns
hi

ps
 w

ith
 o

th
er

s.
co

m
m

un
ic

at
io

n 
cl

as
s

(S
ee

 A
pp

en
di

x
1.

8)
2.

D
es

cr
ib

e 
th

e 
ro

le
 o

f a
n

ef
fe

ct
iv

e 
gr

ou
p 

pa
rt

ic
ip

an
t

an
d 

ta
ke

 a
n 

ac
tiv

e 
pa

rt
 in

co
op

er
at

iv
e 

le
ar

ni
ng

ac
tiv

iti
es

 a
nd

 p
ro

je
ct

s.

2.
In

st
ru

ct
io

n 
in

ef
fe

ct
iv

e 
gr

ou
p

le
ad

er
sh

ip
 a

nd
te

am
 w

or
k

3.
C

om
pl

im
en

t a
nd

 c
on

fr
on

t
ot

he
rs

 r
eg

ar
di

ng
 th

ei
r

ac
tio

ns
 r

el
at

ed
 to

 a
ca

de
m

ic
ac

hi
ev

em
en

t,

3.
In

di
vi

du
al

 a
nd

gr
ou

p
co

un
se

lin
g 

an
d

in
st

ru
ct

io
n 

in
co

m
m

un
ic

at
io

,

n 
an

d
fe

ed
ba

ck
 s

ki
lls

(S
ee

 A
pp

en
di

x
1.

6)
4.

D
em

on
st

ra
te

 e
ffe

ct
iv

e
lis

te
ni

ng
 in

 a
n 

ac
ad

em
ic

ac
tiv

ity
,

4.
In

st
ru

ct
io

n 
an

d
pr

ac
tic

e 
on

us
e 

of
 e

ffe
ct

iv
e

lis
te

ni
ng

 s
ki

lls

85
86



C
ar

ee
r 

D
ev

el
op

m
en

t
A

cq
ui

re
 s

el
f-

kn
ow

le
dg

e
D

ev
el

op
 a

 p
os

iti
ve

,
st

ab
le

, i
nt

eg
ra

te
d 

se
lf-

co
nc

ep
t a

s 
re

la
te

d 
to

ca
re

er
 p

ro
bl

em
-s

ol
vi

ng

1.
D

es
cr

ib
e 

hi
s/

he
r 

po
si

tiv
e

ch
ar

ac
te

ris
tic

s 
as

 s
ee

n 
by

ot
he

rs
 a

nd
 h

im
se

lf/
he

rs
el

f.

2.
D

em
on

st
ra

te
 b

eh
av

io
rs

 th
at

I.
C

ou
ns

el
in

g

2.
C

lu
b

1-
7 

N
A

1.
N

A

2.
F

ie
ld

 b
as

ed
an

d 
de

ci
si

on
-m

ak
in

g
re

fle
ct

 a
 p

os
iti

ve
 a

tti
tu

de
ab

ou
t h

im
se

lf/
he

rs
el

f i
n 

w
or

k-
re

la
te

d 
ac

tiv
iti

es
.

pa
rt

ic
ip

at
io

n
(S

ee
 A

pp
en

di
x

1.
7)

ex
pe

rie
nc

es

3.
D

es
cr

ib
e 

in
di

vi
du

al
 s

tr
en

gt
hs

an
d 

w
ea

kn
es

se
s 

in
 s

ch
oo

l
su

bj
ec

ts
, l

ei
su

re
, a

nd
 w

or
k-

re
la

te
d 

ac
tiv

iti
es

,

4.
Id

en
tif

y 
hi

s/
he

r 
pe

rs
on

al
in

te
re

st
s,

 a
bi

lit
ie

s,
 v

al
ue

s 
an

d
be

lie
fs

 r
el

at
ed

 to
 c

ar
ee

r
ch

oi
ce

.

5.
E

xp
la

in
 th

e 
re

la
tio

ns
hi

p
be

tw
ee

n 
w

or
k-

re
la

te
d

be
ha

vi
or

 a
nd

 s
el

f-
co

nc
ep

t.

3-
7 

C
ou

rs
e 

in
co

lle
ge

st
ud

en
t

su
cc

es
s,

ca
re

er
co

un
se

lin
g

an
d

as
se

ss
m

en
t,

an
d 

pe
rs

on
al

gr
ow

th
w

or
ks

ho
ps

(S
ee

A
pp

en
di

ce
s

3-
7 

N
A

1.
1,

 1
.6

, &
 1

.1
0)

6.
E

xp
la

in
 h

ow
 in

di
vi

du
al

ch
ar

ac
te

ris
tic

s 
re

la
te

 to
ac

hi
ev

in
g 

pe
rs

on
al

, s
oc

ia
l,

ed
uc

at
io

na
l, 

an
d 

ca
re

er
go

al
s.

7.
 D

es
cr

ib
e 

pe
rs

on
al

 s
tr

en
gt

hs
an

d 
w

ea
kn

es
se

s 
in

re
la

tio
ns

hi
p 

to
 fu

tu
re

ed
uc

at
io

na
l o

r 
tr

ai
ni

ng
re

qu
ire

m
en

ts
.

U
nd

er
st

an
d

1.
D

es
cr

ib
e 

th
e 

im
po

rt
an

ce
 o

f
1-

6 
S

tu
de

nt
 s

er
vi

ce
1-

6 
N

A
1-

6 
F

ie
ld

 e
xp

er
ie

nc
es

in
te

rr
el

at
io

ns
hi

ps
 a

m
on

g
ca

re
er

, f
am

ily
, a

nd
 le

is
ur

e
ac

tiv
iti

es
,

88
8 

7



S
et

 a
ca

de
m

ic
 g

oa
ls

 a
nd

A
pp

en
di

ce
s

1.
6 

&
 1

.9
)

m
ak

e 
de

ci
si

on
s 

th
at

 h
el

p
at

ta
in

 th
os

e 
go

al
s

1.
Id

en
tif

y 
bo

th
 s

ho
rt

-t
er

m
 a

nd
lo

ng
-t

er
m

 a
ca

de
m

ic
 g

oa
ls

.
1.

C
ar

ee
r,

pe
rs

on
al

, a
nd

ac
ad

em
ic

 a
nd

co
un

se
lin

g,
tr

an
sf

er
 o

r
ca

re
er

w
or

ks
ho

p,
so

lid
ify

pr
og

ra
m

 o
f

st
ud

y 
(S

ee

1-
4 

N
/A

1.
T

ou
rs

 o
f w

or
k 

si
te

s,
up

pe
r 

di
vi

si
on

in
st

itu
tio

ns
, a

nd
gu

es
t s

pe
ak

er
s

A
pp

en
di

x 
1.

6)

2.
S

el
ec

t c
ou

rs
es

 a
nd

 o
th

er
ac

ad
em

ic
 e

xp
er

ie
nc

es
 th

at
ar

e 
co

ns
is

te
nt

 w
ith

 h
is

/h
er

go
al

s.

2
A

ca
de

m
ic

ad
vi

si
ng

 a
nd

co
m

pl
et

io
n 

of
ap

pr
op

ria
te

te
st

in
g 

(S
ee

2-
4 

N
/A

A
pp

en
di

x 
1.

10
)

3.
O

rg
an

iz
e 

an
d 

re
co

rd
 a

 fo
ur

-
ye

ar
 s

eq
ue

nc
e 

of
 c

ou
rs

es
an

d 
ot

he
r 

ac
ad

em
ic

ex
pe

rie
nc

es
 th

at
 w

ill
 le

ad
 to

go
al

 a
tta

in
m

en
t.

3-
4 

A
ca

de
m

ic
ad

vi
si

ng

4.
 M

on
ito

r 
pr

og
re

ss
 to

w
ar

d
go

al
s 

an
d 

ad
ju

st
 p

la
n 

w
ith

co
ur

se
 s

el
ec

tio
n 

or
 o

th
er

le
ar

ni
ng

 a
ct

iv
iti

es
.

89

80



3.
E

xp
la

in
 th

e 
im

po
rt

an
ce

 o
f

pe
rs

on
al

 m
ai

nt
en

an
ce

 s
ki

lls
an

d 
po

si
tiv

e 
at

tit
ud

es
 to

 jo
b

su
cc

es
s.

w
or

ks
ho

ps
,

al
um

ni
aw

ar
en

es
s

ac
tiv

iti
es

 (
S

ee
A

pp
en

di
ce

s
4.

Id
en

tif
y 

st
ra

te
gi

es
 fo

r
m

an
ag

in
g 

pe
rs

on
al

re
so

ur
ce

s 
(e

.g
., 

ta
le

nt
s,

 ti
m

e,
m

on
ey

) 
to

 a
ch

ie
ve

 te
nt

at
iv

e
ca

re
er

 g
oa

ls
.

1.
2 

&
 1

.6
)

5.
D

em
on

st
ra

te
 p

os
iti

ve
 w

or
k

at
tit

ud
es

 a
nd

 b
eh

av
io

rs
.

6.
D

em
on

st
ra

te
 le

ar
ni

ng
 h

ab
its

an
d 

sk
ill

s 
th

at
 c

an
 b

e 
us

ed
 in

th
e 

on
go

in
g 

de
ve

lo
pm

en
t o

f
jo

b 
sk

ill
s.

7.
D

em
on

st
ra

te
 b

eh
av

io
rs

 th
at

m
ai

nt
ai

n 
ph

ys
ic

al
 a

nd
m

en
ta

l h
ea

lth
 in

 th
e

w
or

kp
la

ce
.

8.
D

es
cr

ib
e 

ca
re

er
 p

at
hs

 th
at

re
fle

ct
 th

e 
im

po
rt

an
ce

 o
f

lif
el

on
g 

le
ar

ni
ng

.

U
nd

er
st

an
d 

th
e

re
la

tio
ns

hi
p 

be
tw

ee
n

sc
ho

ol
 a

ch
ie

ve
m

en
t a

nd

1.
D

es
cr

ib
e 

ho
w

 th
e 

am
ou

nt
 o

f
ed

uc
at

io
n 

ne
ed

ed
 fo

r
di

ffe
re

nt
 o

cc
up

at
io

na
l l

ev
el

s

1-
7 

N
ew

 s
tu

de
nt

or
ie

nt
at

io
n,

co
ur

se
 in

1-
2.

 N
A

1-
2 

Jo
b 

sh
ad

ow
in

g,
in

te
rv

ie
w

s,
m

en
to

rin
g

ed
uc

at
io

na
l a

nd
 c

ar
ee

r
op

po
rt

un
ity

va
rie

s.
.

2.
Id

en
tif

y 
ho

w
 th

e 
sk

ill
s 

ta
ug

ht
in

 s
ch

oo
l s

ub
je

ct
s 

ar
e 

us
ed

 in
va

rio
us

 o
cc

up
at

io
ns

3.
D

em
on

st
ra

te
 h

ow
 to

 a
pp

ly
ac

ad
em

ic
 a

nd
 v

oc
at

io
na

l

co
lle

ge
su

cc
es

s 
sk

ill
s,

ca
re

er
aw

ar
en

es
s

w
or

ks
ho

ps
,

pe
rs

on
al

,
ac

ad
em

ic
,

an
d 

ca
re

er
3-

7 
P

la
ce

m
en

t
se

rv
ic

es
3-

7 
F

ie
ld

 e
xp

er
ie

nc
es

su
ch

 a
s 

co
op

s,

9 
1

9 
2



lif
e 

ro
le

s 
an

d 
th

e 
w

or
ld

 o
f

w
or

k

,

ac
tiv

iti
es

 to
 m

en
ta

l,
em

ot
io

na
l, 

ph
ys

ic
al

, a
nd

ec
on

om
ic

 w
el

l-b
ei

ng
,

.
D

es
cr

ib
e 

th
e 

ad
va

nt
ag

es
an

d 
di

sa
dv

an
ta

ge
s 

of
va

rio
us

 li
fe

 r
ol

e 
op

tio
ns

.

ca
m

pu
s

m
in

is
tr

y,
pe

rs
on

al
co

un
se

lin
g,

w
el

ln
es

s
ac

tiv
iti

es
 (

S
ee

A
pp

en
di

x 
1.

6 
&

1.
1 

1 
)

.
D

es
cr

ib
e 

fa
ct

or
s 

th
at

de
te

rm
in

e 
lif

es
ty

le
s 

(e
.g

.,
so

ci
oe

co
no

m
ic

 s
ta

tu
s,

cu
ltu

re
, v

al
ue

s,
oc

cu
pa

tio
na

l c
ho

ic
es

, w
or

k
ha

bi
ts

).

.
D

es
cr

ib
e 

th
e 

co
nt

rib
ut

io
n 

of
w

or
k 

to
 a

 b
al

an
ce

d 
an

d
pr

od
uc

tiv
e 

lif
e

.
D

es
cr

ib
e 

w
ay

s 
in

 w
hi

ch
 w

or
k,

fa
m

ily
, l

ei
su

re
, a

nd
 s

pi
rit

ua
l

lif
e 

ar
e 

in
te

rr
el

at
ed

 a
nd

in
te

gr
at

ed
 in

to
 h

is
/h

er
 li

fe
jo

ur
ne

y

.
D

es
cr

ib
e 

w
ay

s 
th

at
 le

is
ur

e
co

nt
rib

ut
es

 to
 d

ev
el

op
m

en
t

of
 o

cc
up

at
io

na
l s

ki
lls

 a
nd

 jo
b

pe
rf

or
m

an
ce

.

A
cq

ui
re

 e
du

ca
tio

na
l a

nd
oc

cu
pa

tio
na

l k
no

w
le

dg
e

A
tta

in
 a

w
ar

en
es

s 
of

1.
D

es
cr

ib
e 

ho
w

 c
ur

re
nt

le
ar

ni
ng

 r
el

at
es

 to
 w

or
k.

1-
8 

C
ar

ee
r,

ac
ad

em
ic

,
an

d 
pe

rs
on

al

1-
8 

Jo
b 

pl
ac

em
en

t
se

rv
ic

es
1-

8 
F

ie
ld

 e
xp

er
ie

nc
es

su
ch

 a
s 

co
op

s,
in

te
rn

sh
ip

s,
 a

nd
pe

rs
on

al
 d

ev
el

op
m

en
t

an
d 

lif
el

on
g 

le
ar

ni
ng

 a
s

re
la

te
d 

to
 p

ro
du

ct
iv

e
m

ea
ni

ng
fu

l w
or

k

2.
D

es
cr

ib
e 

th
e 

re
la

tio
ns

hi
p 

of
pe

rs
on

al
 a

tti
tu

de
s,

 b
el

ie
fs

,
ab

ili
tie

s,
 a

nd
 s

ki
lls

 to
su

cc
es

sf
ul

 w
or

k
pe

rf
or

m
an

ce
.

co
un

se
lin

g,
co

ur
se

 in
co

lle
ge

su
cc

es
s 

sk
ill

s,
st

ud
en

t
de

ve
lo

pm
en

t

pr
ac

tic
a,

 jo
b

sh
ad

ow
in

g,
m

en
to

rin
g,

in
te

rv
ie

w
s

ci



6
sk

ill
s 

to
 a

ch
ie

ve
 p

er
so

na
l a

nd
ca

re
er

 g
oa

ls
.

co
un

se
lin

g
(S

ee
A

pp
en

di
ce

s

in
te

rn
sh

ip
s,

 a
nd

pr
ac

tic
a,

 jo
b

sh
ad

ow
in

g,
4.

Id
en

tif
y 

ho
w

 e
m

pl
oy

m
en

t
tr

en
ds

 r
el

at
e 

to
 e

du
ca

tio
n

an
d 

tr
ai

ni
ng

.

1.
1,

 1
.2

, &
 1

.6
)

m
en

to
rin

g,
in

te
rv

ie
w

s

5.
D

es
cr

ib
e 

ho
w

 e
du

ca
tio

na
l

at
ta

in
m

en
t r

el
at

es
 to

 th
e

se
le

ct
io

n 
of

 c
ol

le
ge

 m
aj

or
s,

fu
rt

he
r 

tr
ai

ni
ng

 a
nd

/o
r 

en
tr

y
in

to
 th

e 
la

bo
r 

m
ar

ke
t.

6.
Id

en
tif

y 
tr

an
sf

er
ab

le
 s

ki
lls

 th
at

ca
n 

ap
pl

y 
to

 a
 v

ar
ie

ty
 o

f
oc

cu
pa

tio
ns

 a
nd

 c
ha

ng
in

g
oc

cu
pa

tio
na

l r
eq

ui
re

m
en

ts
.

7.
D

em
on

st
ra

te
 h

ow
oc

cu
pa

tio
na

l s
ki

lls
 c

an
 b

e
de

ve
lo

pe
d 

th
ro

ug
h

vo
lu

nt
ee

r 
ex

pe
rie

nc
es

, p
ar

t-
tim

e 
em

pl
oy

m
en

t,
co

op
er

at
iv

e 
ed

uc
at

io
n

pr
og

ra
m

s 
or

 e
xt

ra
cu

rr
ic

ul
ar

ac
tiv

iti
es

.

U
nd

er
st

an
d 

ho
w

 th
e

1.
D

es
cr

ib
e 

th
e 

ef
fe

ct
s 

th
at

1-
8 

C
ar

ee
r

1-
8 

N
A

1-
8 

G
ue

st
 s

pe
ak

er
s

ne
ed

s 
of

 s
oc

ie
ty

 a
nd

 th
e

so
ci

et
al

, e
co

no
m

ic
 a

nd
de

ve
lo

pm
en

t
st

ru
ct

ur
e 

of
 th

e 
ec

on
om

y
ar

e 
re

la
te

d 
to

 th
e 

na
tu

re
of

 w
or

k

te
ch

no
lo

gi
ca

l c
ha

ng
es

 h
av

e
on

 o
cc

up
at

io
ns

.

2.
D

es
cr

ib
e 

th
e 

ef
fe

ct
s 

of
ch

an
ge

 in
 s

up
pl

y 
an

d
de

m
an

d 
fo

r 
w

or
ke

rs
.

3.
E

xp
la

in
 th

e 
so

ci
al

si
gn

ifi
ca

nc
e 

of
 v

ar
io

us
oc

cu
pa

tio
ns

. (
A

ll

ac
tiv

iti
es

,
cu

rr
en

t e
ve

nt
ac

tiv
iti

es
,

re
se

ar
ch

 a
nd

co
m

pu
te

r
ac

tiv
iti

es
,

lib
ra

ry
se

ar
ch

es
 (

S
ee

A
pp

en
di

x 
1.

12
)

96



oc
cu

pa
tio

ns
 h

av
e 

so
ci

al
si

gn
ifi

ca
nc

e.
)

4.
D

es
cr

ib
e 

ho
w

 s
oc

ie
ty

's
ne

ed
s 

an
d 

fu
nc

tio
ns

 a
ffe

ct
th

e 
su

pp
ly

 o
f g

oo
ds

 a
nd

se
rv

ic
es

.

5.
D

ef
in

e 
gl

ob
al

 e
co

no
m

y 
an

d
ex

pl
ai

n 
ho

w
 it

 a
ffe

ct
s 

ea
ch

in
di

vi
du

al
.

6.
D

es
cr

ib
e 

th
e 

ad
va

nt
ag

es
an

d 
pr

ob
le

m
s 

fo
r 

ch
oo

si
ng

no
nt

ra
di

tio
na

l e
m

pl
oy

m
en

t
fo

r 
w

om
en

 a
nd

 m
en

.

7.
Id

en
tif

y 
fa

ct
or

s 
th

at
 h

av
e

in
flu

en
ce

d 
th

e 
ch

an
gi

ng
ca

re
er

 p
at

te
rn

s 
of

 w
om

en
an

d 
m

en
.

8.
Id

en
tif

y 
fa

ct
or

s 
th

at
 h

av
e

in
flu

en
ce

d 
th

e 
ch

an
gi

ng
ca

re
er

 p
at

te
rn

s 
of

 w
om

en
an

d 
m

en
.

U
nd

er
st

an
d 

an
d 

us
e

1.
C

on
tr

as
t o

cc
up

at
io

na
l

1-
5 

C
ar

ee
r

1-
5 

N
A

1-
5 

N
A

ca
re

er
 in

fo
rm

at
io

n 
to

so
lv

e 
ca

re
er

 p
ro

bl
em

s
an

d 
m

ak
e 

ca
re

er

gr
ou

ps
 in

 te
rm

s 
of

 d
ut

ie
s,

ta
sk

s,
 w

or
ki

ng
 c

on
di

tio
ns

,
ed

uc
at

io
na

l a
nd

 s
ki

ll

as
se

ss
m

en
t

an
d 

se
lf-

aw
ar

en
es

s
de

ci
si

on
s

re
qu

ire
m

en
ts

, a
nd

 d
es

ire
d

pe
rs

on
al

ity
 tr

ai
ts

.

2.
D

em
on

st
ra

te
 s

ki
lls

 in
 u

si
ng

sc
ho

ol
, p

ar
en

ts
, f

rie
nd

s,
 a

nd
re

la
tiv

es
 a

nd
 c

om
m

un
ity

re
so

ur
ce

s 
to

 le
ar

n 
ab

ou
t

oc
cu

pa
tio

na
l g

ro
up

s.

to
ol

s,
 c

ou
rs

e 
in

co
lle

ge
su

cc
es

s 
sk

ill
s,

in
fo

rm
at

io
na

l
in

te
rv

ie
w

 (
S

ee
A

pp
en

di
ce

s
1.

2 
&

 1
.6

)

9 
7

98



3.
D

em
on

st
ra

te
 u

se
 o

f a
 r

an
ge

of
 c

ar
ee

r 
re

so
ur

ce
s 

(e
.g

.,
ha

nd
bo

ok
s,

 p
rin

t m
at

er
ia

ls
,

la
bo

r 
m

ar
ke

t i
nf

or
m

at
io

n,
co

m
pu

te
r-

as
si

st
ed

 c
ar

ee
r

gu
id

an
ce

 s
ys

te
m

s)
.

4.
C

or
re

ct
ly

 id
en

tif
y 

va
rio

us
oc

cu
pa

tio
na

l c
la

ss
ifi

ca
tio

n
sy

st
em

s 
(e

.g
., 

D
ic

tio
na

ry
 o

f
O

cc
up

at
io

na
l T

itl
es

, G
ui

de
to

 O
cc

up
at

io
na

l E
xp

lo
ra

tio
n,

H
ol

la
nd

),
 a

nd
 e

xp
la

in
 h

ow
th

ey
 c

an
 b

e 
us

ed
 to

 e
xp

lo
re

ca
re

er
s.

5.
Id

en
tif

y 
in

di
vi

du
al

s 
as

in
fo

rm
at

io
n 

re
so

ur
ce

s,
 r

ol
e

m
od

el
s,

 o
r 

m
en

to
rs

.

D
ev

el
op

 c
ar

ee
r 

pr
ob

le
m

-
1.

D
es

cr
ib

e 
th

e 
st

ep
s 

th
ro

ug
h

1-
4 

E
du

ca
tio

na
l

1-
6 

N
A

1-
2 

N
A

so
lv

in
g 

an
d 

de
ci

si
on

-m
ak

in
g

w
hi

ch
 c

ar
ee

r 
ch

oi
ce

s 
ar

e
an

d 
ca

re
er

sk
ill

s A
cq

ui
re

 c
ar

ee
r 

pr
ob

le
m

-
m

ad
e.

pl
an

ni
ng

,
ac

ad
em

ic
so

lv
in

g,
 d

ec
is

io
h-

m
ak

in
g,

an
d 

pl
an

ni
ng

 s
ki

lls
2.

D
es

cr
ib

e 
th

e 
st

ep
s 

in
ch

oo
si

ng
 s

ch
oo

l c
ou

rs
es

 th
at

m
ee

t t
en

ta
tiv

e 
ca

re
er

 g
oa

ls
.

ad
vi

si
ng

,
ed

uc
at

io
n

pl
an

 (
S

ee
A

pp
en

di
x 

1.
6

3.
Id

en
tif

y 
w

ay
s 

in
 w

hi
ch

de
ci

si
on

s 
ab

ou
t e

du
ca

tio
n

an
d 

w
or

k 
re

la
te

 to
 o

th
er

m
aj

or
 li

fe
 d

ec
is

io
ns

.

&
 1

.1
3)

3-
4 

F
ie

ld
 e

xp
er

ie
nc

es

4.
D

ev
el

op
 a

nd
 m

ai
nt

ai
n 

an
in

di
vi

du
al

 c
ar

ee
r 

pl
an

 w
ith

ca
re

er
 g

oa
ls

, c
ou

rs
e 

op
tio

ns
,

an
d 

co
m

pl
em

en
ta

ry
 w

or
k

ex
pe

rie
nc

es
.

.

5.
Id

en
tif

y 
ap

pr
op

ria
te

 c
ho

ic
es

5
N

A
5-

6 
R

ef
er

 to
 h

ig
h 

sc
ho

ol

10
0



.
D

ev
el

op
 th

e 
ca

pa
ci

ty
 fo

r
se

lf-
aw

ar
en

es
s 

an
d 

se
lf-

re
gu

la
tio

n 
in

 th
e 

ca
re

er
pr

ob
le

m
-s

ol
vi

ng
 a

nd
de

ci
si

on
-m

ak
in

g 
pr

oc
es

s

6. I. 2. 3. 4. 5. 6. 7.

du
rin

g 
hi

gh
 s

ch
oo

l t
ha

t w
ill

le
ad

 to
 m

ar
ke

ta
bl

e 
sk

ill
s 

fo
r

en
tr

y-
le

ve
l e

m
pl

oy
m

en
t o

r
ad

va
nc

ed
 tr

ai
ni

ng
.

Id
en

tif
y 

st
ep

s 
to

 a
pp

ly
 fo

r
an

d 
se

cu
re

 fi
na

nc
ia

l
as

si
st

an
ce

 fo
r 

po
st

-
se

co
nd

ar
y 

ed
uc

at
io

n 
or

tr
ai

ni
ng

.

R
ec

og
ni

ze
 th

e 
ex

is
te

nc
e 

of
ca

re
er

 in
de

ci
si

on
 a

nd
 th

e
ne

ed
 to

 e
ng

ag
e 

in
 c

ar
ee

r
pr

ob
le

m
-s

ol
vi

ng
 a

nd
de

ci
si

on
 m

ak
in

g.

D
es

cr
ib

e 
va

rio
us

 s
tr

at
eg

ie
s

fo
r 

so
lv

in
g 

ca
re

er
 p

ro
bl

em
s

an
d 

m
ak

in
g 

ca
re

er
de

ci
si

on
s.

D
es

cr
ib

e 
th

e 
st

ag
es

 o
f t

he
ca

re
er

 p
ro

bl
em

-s
ol

vi
ng

 a
nd

de
ci

si
on

-m
ak

in
g 

pr
oc

es
s.

Id
en

tif
y 

th
e 

ty
pe

s 
an

d
qu

an
tit

y 
of

 in
fo

rm
at

io
n

re
qu

ire
d 

to
 s

ol
ve

 a
 c

ar
ee

r
pr

ob
le

m
.

M
ak

e 
te

nt
at

iv
e 

ed
uc

at
io

na
l

an
d 

oc
cu

pa
tio

na
l c

ho
ic

es
.

D
es

cr
ib

e 
th

e 
ef

fe
ct

 o
f h

is
/

he
r 

em
ot

io
na

l a
nd

 p
hy

si
ca

l
he

al
th

 o
n 

m
ak

in
g 

ca
re

er
de

ci
si

on
s.

D
es

cr
ib

e 
th

e 
ef

fe
ct

 o
f w

or
k-

6 1-
7

F
in

an
ci

al
 a

id
an

d 
tr

an
sf

er
w

or
ks

ho
ps

(S
ee

 A
pp

en
di

x
1.

14
)

C
ar

ee
r,

pe
rs

on
al

, a
nd

ac
ad

em
ic

co
un

se
lin

g
(S

ee
 A

pp
en

di
x

1.
6)

1-
7 .

N
A

1-
7

m
at

rix

N
A

10
2

10
1



re
la

te
d 

an
d 

ca
re

er
 d

ec
is

io
ns

on
 s

el
f a

nd
 o

th
er

s.

D
ev

el
op

 e
m

pl
oy

ab
ili

ty
 s

ki
lls

D
ev

el
op

 s
ki

lls
 to

 e
na

bl
e

1.
Lo

ca
te

, i
nt

er
pr

et
, a

nd
 u

se
in

fo
rm

at
io

n 
ab

ou
t j

ob
1-

7 
C

ar
ee

r,
pe

rs
on

al
, a

nd
1-

7 
P

la
ce

m
en

t
se

rv
ic

es
1-

7 
C

ar
ee

r 
fa

ir,
em

pl
oy

er
on

e 
to

 s
ee

k,
 o

bt
ai

n,
m

ai
nt

ai
n 

an
d 

ch
an

ge
op

en
in

gs
,

ac
ad

em
ic

co
un

se
lin

g
re

cr
ui

tm
en

t o
n

ca
m

pu
s,

 jo
b

jo
bs

2.
D

em
on

st
ra

te
 s

ki
lls

,
kn

ow
le

dg
e,

 a
tti

tu
de

s 
an

d
be

ha
vi

or
s 

ne
ce

ss
ar

y 
fo

r 
a

su
cc

es
sf

ul
 jo

b 
in

te
rv

ie
w

.
3.

P
re

pa
re

 a
 r

es
um

e 
an

d
co

m
pl

et
e 

jo
b 

ap
pl

ic
at

io
n,

4.
Id

en
tif

y 
so

ur
ce

s 
of

em
pl

oy
m

en
t o

pp
or

tu
ni

tie
s 

in
th

e 
co

m
m

un
ity

,

5.
A

ss
es

s 
oc

cu
pa

tio
na

l
op

po
rt

un
iti

es
 (

e.
g.

, w
or

ki
ng

co
nd

iti
on

s,
 b

en
ef

its
, a

nd
op

po
rt

un
iti

es
 fo

r 
ch

an
ge

).

ce
nt

er
ac

tiv
iti

es
, j

ob
sk

ill
s

w
or

ks
ho

ps
,

co
ur

se
 in

co
lle

ge
su

cc
es

s 
sk

ill
s,

co
nt

in
ui

ng
ed

uc
at

io
n,

of
fic

e 
of

 a
du

lt
an

d 
co

m
m

ut
er

st
ud

en
t s

er
vi

ce
ac

tiv
iti

es
 (

S
ee

A
pp

en
di

ce
s

1.
2,

 1
.6

, &
 1

.1
5)

in
te

rv
ie

w
s

6.
D

es
cr

ib
e 

pl
ac

em
en

t s
er

vi
ce

s
av

ai
la

bl
e 

to
 h

el
p 

m
ak

e
sc

ho
ol

-t
o-

sc
ho

ol
, s

ch
oo

l-t
o-

w
or

k,
 a

nd
 w

or
k-

to
-w

or
k

tr
an

si
tio

ns
.

6.
A

ls
o 

tr
an

sf
er

w
or

ks
ho

ps
 (

S
ee

A
pp

en
di

x 
2.

7)

7.
Id

en
tif

y 
ci

rc
um

st
an

ce
s

w
he

re
 jo

b 
ch

an
ge

s 
m

ay
re

qu
ire

 r
et

ra
in

in
g 

an
d

up
gr

ad
in

g 
of

 e
m

pl
oy

ee
's

sk
ill

s 
as

 w
el

l a
s 

re
lo

ca
tio

n.
.

.
D

ev
el

op
 e

ffe
ct

iv
e 

hu
m

an
1.

D
em

on
st

ra
te

 w
ay

s 
of

1.
P

er
so

na
l

1-
5 

N
A

1-
5 

S
er

vi
ce

 le
ar

ni
ng

re
la

tio
ns

 s
ki

lls
 to

 e
na

bl
e

po
si

tiv
e 

an
d 

pr
od

uc
tiv

e
re

sp
on

di
ng

 to
 o

th
er

s 
w

he
n

un
de

r 
st

re
ss

 in
 th

e
co

un
se

lin
g,

st
re

ss
ac

tiv
iti

es

w
or

k 
re

la
tio

ns
hi

ps
w

or
kp

la
ce

,
m

an
ag

em
en

t
ac

tiv
iti

es
 (

S
ee

10
3

10
4



A
pp

en
di

ce
s

1.
6,

 1
.1

1,
 &

2.
13

)

2.
D

em
on

st
ra

te
 th

e 
ab

ili
ty

 to
us

e 
pe

er
 a

nd
 s

up
er

vi
so

r
fe

ed
ba

ck
 to

 im
pr

ov
e

pe
rf

or
m

an
ce

 in
 th

e
w

or
kp

la
ce

.

2.
P

ee
r 

m
en

to
rin

g

3.
D

es
cr

ib
e 

w
ay

s 
to

 m
ee

t
pe

rs
on

al
 n

ee
ds

 th
ro

ug
h

po
si

tiv
e 

w
or

k 
re

la
tio

ns
hi

ps
.

3.
C

ar
ee

r 
te

st
in

g
(S

ee
 A

pp
en

di
x

1.
6)

4.
D

em
on

st
ra

te
 in

te
rp

er
so

na
l

sk
ill

s 
re

qu
ire

d 
fo

r 
m

ai
nt

ai
ni

ng
pr

od
uc

tiv
e 

w
or

k 
gr

ou
ps

.

4.
S

el
f-

aw
ar

en
es

s
ac

tiv
iti

es

5.
D

es
cr

ib
e 

ap
pr

op
ria

te
em

pl
oy

er
 a

nd
 e

m
pl

oy
ee

in
te

ra
ct

io
ns

 in
 v

ar
io

us
si

tu
at

io
ns

.

5.
F

ie
ld

pl
ac

em
en

t
or

ie
nt

at
io

n

10
5

10
6



P
er

so
na

l/S
oc

ia
l

D
ev

el
op

m
en

t
1.

Id
en

tif
y 

an
d 

un
de

rs
ta

nd
 s

ch
oo

l
1-

7 
O

rie
nt

at
io

n 
of

1-
7 

N
A

1-
7 

F
ie

ld
D

ev
el

op
 p

er
so

na
l

an
d 

cl
as

sr
oo

m
 r

ul
es

.
st

ud
en

t
ex

pe
rie

nc
e

re
sp

on
si

bi
lit

y 
fo

r 
hi

s 
or

 h
er

co
nd

uc
t a

nd
m

an
ua

ls
ow

n 
be

ha
vi

or
2.

U
nd

er
st

an
d 

th
e 

re
w

ar
ds

 a
nd

co
lle

ge
ou

tli
ni

ng
 e

th
ic

al
co

ns
eq

ue
nc

es
 a

ss
oc

ia
te

d 
w

ith
po

lic
ie

s 
an

d
re

sp
on

si
bi

lit
ie

s 
in

fo
llo

w
in

g 
or

 v
io

la
tin

g 
sc

ho
ol

 o
r

cl
as

sr
oo

m
 r

ul
es

.

3.
D

is
cr

im
in

at
e 

be
tw

ee
n

ac
ce

pt
ab

le
 a

nd
un

ac
ce

pt
ab

le
 b

eh
av

io
r,

pr
oc

ed
ur

es
th

ro
ug

h
w

or
ks

ho
ps

,
st

ud
en

t
ha

nd
bo

ok
,

an
d 

co
lle

ge
ca

ta
lo

g 
(S

ee

th
e 

w
or

kp
la

ce

4.
Id

en
tif

y 
an

d 
un

de
rs

ta
nd

 h
is

 o
r

he
r 

ow
n 

at
tit

ud
es

 a
nd

 fe
el

in
gs

ab
ou

t s
ch

oo
l a

nd
 c

la
ss

ro
om

ru
le

s.

A
pp

en
di

ce
s

1.
1,

 2
.9

, &
 2

.1
1)

5.
U

nd
er

st
an

d 
an

d 
ex

pl
ai

n 
th

e
re

ci
pr

oc
al

 c
on

ne
ct

io
n

be
tw

ee
n 

hi
s 

or
 h

er
 b

eh
av

io
r

an
d 

th
at

 o
f p

ee
rs

 a
nd

 a
ut

ho
rit

y
fig

ur
es

.

6.
U

nd
er

st
an

d 
so

ci
al

ci
rc

um
st

an
ce

s 
th

at
 c

on
tr

ib
ut

e
to

 b
eh

av
io

r 
th

at
 v

io
la

te
s

ac
ce

pt
ab

le
 s

oc
ia

l n
or

m
s.

7.
U

nd
er

st
an

d 
an

d 
de

sc
rib

e
as

pe
ct

s 
of

 h
is

 o
r 

he
r 

pe
rs

on
al

st
yl

e 
th

at
 a

ffe
ct

 a
dh

er
en

ce
 to

or
 v

io
la

tio
n 

of
 a

cc
ep

ta
nc

e
so

ci
al

 n
or

m
s.

D
ev

el
op

 a
 p

os
iti

ve
1.

Id
en

tif
y 

th
e 

va
rio

us
 d

im
en

si
on

s
1-

10
 S

el
f-

es
te

em
1-

10
 N

A
1-

10
 N

A
es

tim
at

io
n 

of
 h

is
 o

r 
he

r
qu

al
iti

es
 o

r 
tr

ai
ts

of
 s

el
f-

co
nc

ep
t.

2.
Id

en
tif

y 
ph

ys
ic

al
, p

er
so

na
l a

nd

w
or

ks
ho

ps
,

pe
rs

on
al

co
un

se
lin

g,

10
7

10
8



so
ci

al
 q

ua
lit

ie
s 

of
 s

el
f.

va
lu

es
cl

ar
ifi

ca
tio

n
3.

D
es

cr
ib

e 
ch

ar
ac

te
ris

tic
s 

of
 s

el
f

ex
er

ci
se

s 
(S

ee
th

at
 m

ak
e 

on
e 

sp
ec

ia
l a

nd
un

iq
ue

.
A

pp
en

di
x 

1.
6)

4.
E

xp
la

in
 h

ow
 p

er
so

na
l t

ra
its

 s
uc

h
as

 s
el

f-
re

lia
nc

e,
 r

es
po

ns
ib

ili
ty

,
re

si
lie

nc
e,

 p
un

ct
ua

lit
y 

an
d

ci
tiz

en
sh

ip
 a

re
 r

el
at

ed
 to

su
cc

es
s 

in
 li

fe
.

5.
A

cc
ep

t a
nd

 v
al

ue
 o

ne
's

 o
w

n
di

ffe
re

nc
es

 fr
om

 o
th

er
s 

as
po

si
tiv

e.

6.
E

xp
re

ss
 p

os
iti

ve
 fe

el
in

gs
 a

bo
ut

on
es

el
f.

7.
Id

en
tif

y 
di

sc
re

pa
nc

ie
s 

be
tw

ee
n

re
al

 s
el

f (
ho

w
 I 

am
) 

an
d 

id
ea

l
se

lf 
(h

ow
 I 

w
ou

ld
 li

ke
 to

 b
e)

.

8.
D

es
cr

ib
e 

th
e 

re
la

tio
ns

hi
p

be
tw

ee
n 

po
si

tiv
e 

be
ha

vi
or

s
su

ch
 a

s 
pe

rf
or

m
an

ce
 in

ph
ys

ic
al

, p
er

so
na

l, 
an

d 
so

ci
al

ta
sk

s 
an

d 
po

si
tiv

e 
se

lf-
es

te
em

.

9.
Id

en
tif

y 
st

re
ng

th
s 

an
d

w
ea

kn
es

se
s 

in
 th

e 
ph

ys
ic

al
,

pe
rs

on
al

, a
nd

 s
oc

ia
l a

re
as

 o
f

lif
e.

10
. I

de
nt

ify
 a

nd
 im

pl
em

en
t a

st
ra

te
gy

 d
es

ig
ne

d 
to

 c
or

re
ct

pe
rs

on
al

 w
ea

kn
es

se
s 

an
d

en
ha

nc
e 

st
re

ng
th

s 
in

 th
e

ph
ys

ic
al

, p
er

so
na

l, 
an

d 
so

ci
al

ar
ea

s 
of

 li
fe

.

10
9

11
0



M
as

te
r 

ef
fe

ct
iv

e
1.

D
em

on
st

ra
te

 e
ffe

ct
iv

e 
ve

rb
al

1-
10

 C
ou

rs
e 

in
1-

10
 P

ra
ct

ic
e

1-
10

 C
lin

ic
al

 o
r

co
m

m
un

ic
at

io
n 

sk
ill

s
an

d 
no

nv
er

ba
l a

tte
nd

in
g 

sk
ill

s
co

lle
ge

ac
tiv

iti
es

 in
 la

b
fie

ld
su

ch
 a

s 
ey

e 
co

nt
ac

t, 
po

st
ur

e,
ve

rb
al

 fo
llo

w
in

g,
su

cc
es

s,
co

ur
se

 in
fu

nd
am

en
ta

ls

si
tu

at
io

n 
i.e

.
m

ak
in

g
vi

de
ot

ap
es

 o
f

ex
pe

rie
nc

e
pr

ac
tic

a,
w

or
kp

la
ce

2.
R

ef
le

ct
 a

nd
 p

ar
ap

hr
as

e 
th

e
of

 s
pe

ec
h

lis
te

ni
ng

 s
ki

lls
le

ar
ni

ng
co

nt
en

t o
f a

no
th

er
's

co
m

m
un

ic
at

io
an

d 
en

ga
gi

ng
co

m
m

un
ic

at
io

n.

3.
D

is
cr

im
in

at
e 

be
tw

ee
n 

op
en

an
d 

cl
os

ed
 q

ue
st

io
ns

,

n,
 in

st
ru

ct
io

n 
in

ba
si

c 
lis

te
ni

ng
an

d
re

sp
on

di
ng

sk
ill

s 
(S

ee

in
 c

la
ss

 c
rit

iq
ue

of
 ta

pe
s

4.
D

em
on

st
ra

te
 a

pp
ro

pr
ia

te
 u

se
of

 o
pe

n 
an

d 
cl

os
ed

 q
ue

st
io

ns
in

 a
n 

in
te

rp
er

so
na

l i
nt

er
ac

tio
n.

A
pp

en
di

ce
s

1.
2,

 1
.8

, &
 2

.1
0)

5.
La

be
l a

nd
 r

ef
le

ct
 a

cc
ur

at
el

y
th

e 
fe

el
in

gs
 o

f a
no

th
er

.

6.
D

em
on

st
ra

te
 a

n 
at

tit
ud

e 
of

re
sp

ec
t a

nd
 n

on
ju

dg
em

en
t

to
w

ar
d 

th
e 

fe
el

in
gs

 a
nd

 b
el

ie
fs

of
 o

th
er

s.

7.
D

em
on

st
ra

te
 a

pp
ro

pr
ia

te
 s

el
f-

di
sc

lo
su

re
 in

 a
n 

in
te

rp
er

so
na

l
in

te
ra

ct
io

n.

8.
C

on
fr

on
t a

nd
 c

ha
lle

ng
e 

an
in

te
rp

er
so

na
l i

nt
er

ac
tio

n.

9.
S

um
m

ar
iz

e 
th

e 
co

nt
en

t a
nd

fe
el

in
gs

 o
f a

no
th

er
 in

 a
n

in
te

rp
er

so
na

l i
nt

er
ac

tio
n.

10
. G

iv
e 

an
d 

fo
llo

w
 d

ire
ct

io
ns

.

M
as

te
r 

so
ci

al
 a

nd
1.

T
ak

e 
tu

rn
s,

 s
ha

re
, a

nd
1-

10
 C

oo
pe

ra
tiv

e
1-

10
 N

A
1-

10
 F

ie
ld

in
te

rp
er

so
na

l s
ki

lls
.

co
op

er
at

e 
in

 th
e 

se
rv

ic
e 

of
le

ar
ni

ng
ex

pe
rie

nc
es

,

11
1

11
2



ac
co

m
pl

is
hi

ng
 g

ro
up

 g
oa

ls
.

ac
tiv

iti
es

,
as

se
rt

iv
en

es
s,

w
or

kp
la

ce
se

m
in

ar
s 

on
2.

E
xp

re
ss

 e
m

pa
th

y 
an

d
in

te
rp

er
so

na
l

gr
ou

p 
w

or
k

co
m

pa
ss

io
n 

fo
r 

th
e 

fe
el

in
gs

 o
f

sk
ill

s,
 a

nd
an

d
ot

he
rs

.
co

nf
lic

t
in

te
rp

er
so

na
l

re
so

lu
tio

n
sk

ill
s,

 a
pp

ly
in

g
3.

E
xp

la
in

 th
e 

di
ffe

re
nc

e 
be

tw
ee

n
ou

tr
ea

ch
et

hi
ca

l
as

se
rt

iv
e 

an
d 

ag
gr

es
si

ve
w

or
ks

ho
ps

pr
in

ci
pl

es
 to

in
te

rp
er

so
na

l b
eh

av
io

r,
pr

ac
tic

e/
w

or
k

re
la

te
d

4.
R

es
po

nd
 a

ss
er

tiv
el

y,
 b

ut
no

na
gg

re
ss

iv
el

y,
 to

 n
eg

at
iv

e
an

d/
or

 p
ro

vo
ca

tiv
e 

re
sp

on
se

s
fr

om
 o

th
er

s.

ac
tiv

iti
es

5.
D

em
on

st
ra

te
 e

ffe
ct

iv
e 

st
re

ss
m

an
ag

em
en

t s
tr

at
eg

ie
s 

w
he

n
co

nf
ro

nt
ed

 w
ith

 s
itu

at
io

ns
 th

at
pr

od
uc

e 
te

ns
io

n,
 fr

us
tr

at
io

n,
an

d 
an

ge
r.

6.
E

xp
la

in
 th

e 
m

ea
ni

ng
 o

f f
ai

r
pl

ay
 in

 s
oc

ia
l r

el
at

io
ns

hi
ps

.

7.
M

ai
nt

ai
n 

hi
s 

or
 h

er
 a

ut
on

om
y

an
d 

pe
rs

on
al

 in
te

gr
ity

 w
hi

le
pa

rt
ic

ip
at

in
g 

in
 g

ro
up

 a
ct

iv
iti

es
an

d 
ga

m
es

.

8.
E

xp
la

in
 th

e 
et

hi
ca

l p
rin

ci
pl

es
th

at
 u

nd
er

lie
 a

nd
 g

ui
de

pe
rs

on
al

 a
nd

 s
oc

ia
l b

eh
av

io
r.

-

9.
F

un
ct

io
n.

ef
fe

ct
iv

el
y 

as
 a

 s
oc

ia
l-

gr
ou

p 
m

em
be

r.

10
. F

un
ct

io
n 

ef
fe

ct
iv

el
y 

as
 a

 w
or

k-
gr

ou
p 

m
em

be
r.

_

11
3

11
4



D
ev

el
op

 c
on

st
ru

ct
iv

e
1.

R
ec

og
ni

ze
 th

e 
ex

is
te

nc
e 

of
1-

9 
P

er
so

na
l

1-
9 

N
A

1-
9 

F
ie

ld
st

ra
te

gi
es

 a
nd

 s
ki

lls
 fo

r
m

an
ag

in
g 

pe
rs

on
al

 a
nd

pr
ob

le
m

s 
in

 e
ve

ry
da

y 
lif

e,
co

un
se

lin
g,

w
or

ks
ho

ps
 in

ex
pe

rie
nc

es
,

se
rv

ic
e 

le
ar

ni
ng

so
ci

al
 c

on
fli

ct
2.

E
xp

la
in

 th
e 

re
la

tio
ns

hi
p

be
tw

ee
n 

pe
rs

on
al

ex
pe

ct
at

io
ns

 a
nd

 in
te

rp
er

so
na

l
co

nf
lic

t.

pr
ob

le
m

 s
ol

vi
ng

,
co

nf
lic

t r
es

ol
ut

io
n,

an
d 

in
te

rp
er

so
na

l
sk

ill
s 

(S
ee

 A
pp

en
di

x

ac
tiv

iti
es

1.
6)

3.
Id

en
tif

y 
so

ur
ce

s 
of

 c
on

fli
ct

 in
in

te
rp

er
so

na
l s

itu
at

io
ns

.

4.
D

es
cr

ib
e 

th
e 

co
nn

ec
tio

n
be

tw
ee

n 
fr

us
tr

at
io

n 
an

d
ag

gr
es

si
on

 in
 in

te
rp

er
so

na
l

co
nf

lic
t.

5.
D

em
on

st
ra

te
 im

pu
ls

e 
co

nt
ro

l
du

rin
g 

in
te

rp
er

so
na

l c
on

fli
ct

.

6.
D

is
cr

im
in

at
e 

be
tw

ee
n

pr
ob

le
m

s 
th

at
 b

el
on

g 
to

on
es

el
f a

nd
 p

ro
bl

em
s 

th
at

be
lo

ng
 to

 o
th

er
s.

7.
D

em
on

st
ra

te
 th

e 
ab

ili
ty

 to
ap

pl
y 

a 
pr

ob
le

m
-s

ol
vi

ng
st

ra
te

gy
 in

 r
es

ol
vi

ng
in

te
rp

er
so

na
l p

ro
bl

em
s.

8.
Id

en
tif

y 
op

po
rt

un
iti

es
 fo

r
ne

go
tia

tio
n 

an
d 

co
m

pr
om

is
e

in
 p

er
so

na
l c

on
fli

ct
s.

9.
A

pp
ly

 a
 m

ed
ia

tio
n 

st
ra

te
gy

 to
he

lp
 r

es
ol

ve
 c

on
fli

ct
s 

be
tw

ee
n

ot
he

rs
.

D
ev

el
op

 a
 r

es
pe

ct
 fo

r
1.

Id
en

tif
y 

th
e 

cu
st

om
s 

an
d

1-
12

 C
ou

rs
e 

in
1-

12
 P

ro
gr

am
m

in
g

1-
12

 In
vo

lv
em

en
t i

n
cu

ltu
ra

l a
nd

 h
um

an
ex

pe
ct

at
io

ns
 o

f h
is

 o
r 

he
r

cu
ltu

ra
l d

iv
er

si
ty

an
d 

se
rv

ic
es

co
m

m
un

ity
di

ve
rs

ity
 a

nd
 a

n
cu

ltu
re

 a
nd

 th
e 

cu
ltu

re
s 

of
an

d 
sp

ec
ia

l
pr

ov
id

ed
 b

y
ac

tiv
iti

es
 th

ro
ug

h

11
6

11
5



ap
pr

ec
ia

tio
n 

fo
r 

di
ffe

re
nt

cu
st

om
s 

an
d

ot
he

rs
.

po
pu

la
tio

ns
,

ex
er

ci
se

s 
in

 s
el

f-
sp

ec
ifi

c
ca

m
pu

s 
ba

se
d

ac
tio

n 
pl

an
s,

vo
lu

nt
ee

r 
ac

tiv
iti

es
,

ex
pe

ct
at

io
ns

.
2.

Id
en

tif
y 

di
ffe

re
nc

es
 b

et
w

ee
n

se
lf 

an
d 

ot
he

rs
 b

as
ed

 o
n

aw
ar

en
es

s,
kn

ow
le

dg
e,

 a
nd

of
fic

es
/o

rg
an

iz
at

io
ns

 (
i.e

.
ca

se
 s

tu
di

es
,

in
te

rv
ie

w
s,

 g
ue

st
ge

nd
er

, d
is

ab
ili

ty
, r

el
ig

io
n,

 a
nd

sk
ill

s,
 g

ue
st

w
om

en
's

sp
ea

ke
rs

, t
ou

rs
 o

f
cu

ltu
re

.

3.
E

xp
re

ss
 p

rid
e 

in
 h

is
 o

r 
he

r 
fa

m
ily

an
d 

cu
ltu

ra
l t

ra
di

tio
ns

.

4.
D

em
on

st
ra

te
 r

es
pe

ct
 fo

r 
th

e
cu

st
om

s,
 e

xp
ec

ta
tio

ns
, a

nd
tr

ad
iti

on
s 

of
 in

di
vi

du
al

s 
w

ith
di

ffe
re

nt
 b

ac
kg

ro
un

ds
.

5.
E

xp
la

in
 h

ow
 u

nd
er

st
an

di
ng

an
d 

ap
pr

ec
ia

tin
g 

di
ffe

re
nc

es
in

 h
er

ita
ge

 c
an

 h
el

p 
in

 th
e

de
ve

lo
pm

en
t o

f p
os

iti
ve

 s
el

f-
co

nc
ep

ts
 a

nd
 s

oc
ia

l
re

la
tio

ns
hi

ps
.

sp
ea

ke
rs

,
em

pa
th

y 
tr

ai
ni

ng
,

vi
de

os
 a

nd
do

cu
m

en
ta

rie
s,

w
or

ks
ho

ps
 o

n
di

ve
rs

e 
gr

ou
ps

 a
nd

hi
st

or
ic

al
 e

ve
nt

s,
cu

ltu
ra

l s
el

f-
an

al
ys

is
, c

am
pu

s
ce

le
br

at
io

ns
 o

f
di

ve
rs

e 
gr

ou
ps

 (
i.e

.
B

la
ck

 h
is

to
ry

m
on

th
)

st
ud

ie
s,

in
te

rn
at

io
na

l
af

fa
irs

,
di

sa
bi

lit
y

se
rv

ic
es

).

cu
ltu

ra
l a

nd
co

m
m

un
ity

 c
en

te
rs

6.
R

el
at

e 
ef

fe
ct

iv
el

y 
to

 o
th

er
s

ba
se

d 
on

 d
iff

er
en

ce
s 

in
 e

th
ni

c,
cu

ltu
ra

l, 
re

lig
io

us
, a

nd
 o

th
er

gr
ou

p 
m

em
be

rs
hi

ps
.

7.
D

is
cu

ss
 h

ow
 in

di
vi

du
al

 a
nd

cu
ltu

ra
l d

iff
er

en
ce

s 
am

on
g

pe
op

le
 c

an
 c

on
tr

ib
ut

e 
to

 th
e

en
ric

hm
en

t o
f t

he
 w

ho
le

gr
ou

p.

8.
D

em
on

st
ra

te
 a

n 
aw

ar
en

es
s 

of
hi

s 
or

 h
er

 o
w

n 
bi

as
es

,
pr

ej
ud

ic
es

, a
nd

 s
te

re
ot

yp
es

re
ga

rd
in

g 
ge

nd
er

, e
th

ni
c,

cu
ltu

ra
l, 

an
d 

re
lig

io
us

di
ffe

re
nc

es
 a

s 
w

el
l a

s 
in

di
vi

du
al

di
ffe

re
nc

es
.

1 
11



9.
E

va
lu

at
e 

th
e 

ef
fe

ct
s 

of
 h

is
 o

r
he

r 
ow

n 
bi

as
es

, p
re

ju
di

ce
s,

an
d 

st
er

eo
ty

pe
s 

on
 s

el
f a

nd
 o

n
re

la
tio

ns
hi

ps
 w

ith
 o

th
er

s.

10
. D

es
cr

ib
e 

co
nf

lic
ts

 r
es

ul
tin

g 
fr

om
ge

nd
er

 a
nd

 c
ul

tu
re

-r
el

at
ed

be
lie

fs
 a

nd
 b

ia
se

s.

11
. A

na
ly

ze
 a

nd
 e

va
lu

at
e 

hi
s 

or
he

r 
ow

n 
co

m
fo

rt
 in

 a
ss

oc
ia

tin
g

w
ith

 in
di

vi
du

al
s 

fr
om

 d
iff

er
en

t
cu

ltu
re

s 
an

d 
et

hn
ic

ba
ck

gr
ou

nd
s.

12
. E

va
lu

at
e 

ho
w

 p
re

ju
di

ci
al

ac
tio

ns
 th

at
 o

ne
 h

as
 o

bs
er

ve
d

ar
e 

hu
rt

fu
l t

o 
ot

he
rs

.

A
cq

ui
re

 e
ffe

ct
iv

e
1.

Id
en

tif
y 

pe
rs

on
al

 a
nd

1-
8 

W
or

ks
ho

ps
 in

1-
8 

N
IA

1-
8 

F
ie

ld
pr

ob
le

m
-s

ol
vi

ng
 a

nd
in

te
rp

er
so

na
l p

ro
bl

em
s 

in
 h

is
 o

r
de

ci
si

on
ex

pe
rie

nc
es

 a
nd

de
ci

si
on

-m
ak

in
g 

sk
ill

s 
fo

r
re

so
lv

in
g 

pe
rs

on
al

 a
nd

so
ci

al
 d

ile
m

m
as

.

he
r 

ow
n 

lif
e,

2.
D

em
on

st
ra

te
 s

en
si

tiv
ity

 to
ve

rb
al

 a
nd

 n
on

ve
rb

al
 c

ue
s 

in
pe

rc
ei

vi
ng

 p
ro

bl
em

s 
in

 a
 s

oc
ia

l
si

tu
at

io
n.

m
ak

in
g 

sk
ill

s,
pe

rs
on

al
,

ca
re

er
, a

nd
ac

ad
em

ic
co

un
se

lin
g

(S
ee

 A
pp

en
di

x

pr
ac

tic
a,

 s
er

vi
ce

le
ar

ni
ng

ac
tiv

iti
es

1.
6)

3.
P

er
ce

iv
e 

an
d 

co
rr

ec
tly

in
te

rp
re

t t
he

 a
ct

io
ns

 a
nd

 n
ee

ds
of

 o
th

er
s 

pe
op

le
.

4.
D

ev
el

op
 a

 s
er

ie
s 

of
 a

lte
rn

at
e

co
ur

se
s 

of
 a

ct
io

n 
in

 r
es

po
ns

e 
to

an
 id

en
tif

ie
d 

pr
ob

le
m

.

5.
Id

en
tif

y 
th

e 
co

ns
eq

ue
nc

es
as

so
ci

at
ed

 w
ith

 a
lte

rn
at

iv
e

co
ur

se
s 

of
 a

ct
io

n 
co

ns
id

er
ed

 in

12
0

4
19



re
sp

on
se

 to
 a

n 
id

en
tif

ie
d

pr
ob

le
m

.

6.
P

ro
vi

de
 a

 r
at

io
na

le
 fo

r 
a

ch
os

en
 c

ou
rs

e 
of

 a
ct

io
n 

as
m

os
t a

pp
ro

pr
ia

te
 w

he
n

co
m

pa
re

d 
to

 a
lte

rn
at

e 
co

ur
se

s
of

 a
ct

io
n.

7.
S

el
ec

t a
n 

ef
fe

ct
iv

e 
co

ur
se

 o
f

ac
tio

n 
fr

om
 tw

o 
or

 m
or

e
al

te
rn

at
iv

es
 in

 r
es

po
ns

e 
to

 a
n

id
en

tif
ie

d 
pr

ob
le

m
.

8.
E

va
lu

at
e 

th
e 

ef
fe

ct
iv

en
es

s 
of

 a
se

le
ct

ed
 c

ou
rs

e 
of

 a
ct

io
n 

in
re

sp
on

se
 to

 a
n 

id
en

tif
ie

d
pr

ob
le

m
.

D
ev

el
op

 h
ea

lth
y 

liv
es

1.
K

no
w

 a
nd

 d
is

cu
ss

 c
om

m
on

1-
8 

W
el

ln
es

s
1-

8 
R

ef
er

ra
ls

 to
1-

8 
N

A
an

d 
co

m
m

un
iti

es
he

al
th

 p
ro

bl
em

s 
in

 s
oc

ie
ty

.
ac

tiv
iti

es
,

ab
us

e
co

m
m

un
ity

ag
en

ci
es

 (
i.e

.
2.

R
ec

og
ni

ze
 p

os
iti

ve
 e

ffe
ct

s 
of

pr
ev

en
tio

n
pe

rs
on

al
 c

ou
ns

el
in

g
liv

in
g 

a 
he

al
th

y 
lif

e 
of

 s
el

f a
nd

an
d

un
it 

re
fe

rs
 s

tu
de

nt
 to

so
ci

et
y.

3.
K

no
w

 a
nd

 d
em

on
st

ra
te

 h
ow

ex
er

ci
se

, n
ut

rit
io

n,
 p

os
iti

ve
at

tit
ud

es
, a

nd
 p

er
so

na
l l

iv
in

g
ha

bi
ts

 c
an

 a
ffe

ct
 o

ne
's

 li
fe

 a
nd

co
m

m
un

ity
.

aw
ar

en
es

s
pr

og
ra

m
m

in
g,

pe
rs

on
al

co
un

se
lin

g
(S

ee
A

pp
en

di
ce

s
1.

11
, 2

.1
3,

 2
.1

8,
&

 1
.6

)

m
en

ta
l h

ea
lth

ce
nt

er
)

4.
R

ec
og

ni
ze

 h
ig

h-
ris

k 
be

ha
vi

or
s

an
d 

pr
es

su
re

s 
th

at
 c

on
tr

ib
ut

e
to

 u
nh

ea
lth

y 
so

ci
al

 a
ct

iv
iti

es
.

5.
In

di
ca

te
 a

 k
no

w
le

dg
e 

of
 th

e
va

lu
e 

of
 w

el
ln

es
s 

an
d

pr
ev

en
tio

n 
st

ra
te

gi
es

 r
el

at
ed

 to

12
1

12
2



th
e 

th
re

at
s 

ag
ai

ns
t h

ea
lth

.

6.
C

ite
 a

nd
 d

es
cr

ib
e 

th
e 

lo
ng

-
ra

ng
e 

co
ns

eq
ue

nc
es

 o
f

ab
us

iv
e 

be
ha

vi
or

s.

7.
K

no
w

 a
va

ila
bl

e 
sc

ho
ol

 a
nd

co
m

m
un

ity
 r

es
ou

rc
es

 th
at

pr
om

ot
e 

he
al

th
 a

nd
 h

el
p 

th
os

e
in

 n
ee

d 
of

 a
ss

is
ta

nc
e.

8.
G

iv
e 

ex
am

pl
es

 o
f p

re
ve

nt
io

n
st

ra
te

gi
es

 r
el

at
ed

 to
 th

e
pr

ob
le

m
s 

of
 a

bu
se

 a
nd

po
te

nt
ia

l h
ar

m
.



C
om

m
un

ity
 in

vo
lv

em
en

t
A

pp
re

ci
at

e 
th

e 
ro

le
 o

f
co

m
m

un
ity

 w
or

ke
rs

 a
nd

he
lp

er
s

1.
G

iv
e 

ex
am

pl
es

 o
f t

he
 r

ol
es

 a
nd

fu
nc

tio
ns

 o
f c

om
m

un
ity

 le
ad

er
s

an
d 

w
or

ke
rs

.

2.
D

em
on

st
ra

te
 a

n 
ap

pr
ec

ia
tio

n
fo

r 
co

m
m

un
ity

 le
ad

er
s,

 s
er

vi
ce

pr
ov

id
er

s,
 a

nd
 v

ol
un

te
er

he
lp

er
s.

1-
2 

G
ue

st
sp

ea
ke

rs
,

to
ke

ns
 o

f
ap

pr
ec

ia
tio

n
gi

ve
n 

to
co

m
m

un
ity

gu
es

ts
 (

i.e
.

ce
rt

ifi
ca

te
s,

th
an

k 
yo

u
ca

rd
s)

1-
2 

N
A

1-
2 

G
ue

st
 s

pe
ak

er
s,

to
ur

s 
of

w
or

kp
la

ce
s,

at
te

nd
co

m
m

un
ity

ev
en

ts
 w

he
re

le
ad

er
s 

ar
e

in
vo

lv
ed

D
ev

el
op

 a
 s

en
se

 o
f

1.
D

ev
el

op
 a

 s
en

se
 o

f c
om

m
un

ity
1-

4 
V

al
ue

s
1-

4 
N

A
1-

4 
P

ar
tic

ip
at

e 
in

co
m

m
un

ity
 p

rid
e

pr
id

e,
cl

ar
ifi

ca
tio

n,
co

m
m

un
ity

co
m

m
un

ity
pr

id
e 

ac
tiv

iti
es

2.
G

iv
e 

ex
am

pl
es

 o
f

aw
ar

en
es

s
(i.

e.
 H

ab
ita

t f
or

ac
hi

ev
em

en
ts

 b
y 

co
m

m
un

ity
m

em
be

rs
 th

at
 fo

st
er

 c
om

m
un

ity
pr

id
e,

3.
D

es
cr

ib
e 

th
e 

po
si

tiv
e 

st
re

ng
th

s
of

 a
 c

om
m

un
ity

.

4.
T

ra
ce

 th
e 

hi
st

or
y 

an
d

de
ve

lo
pm

en
t o

f h
is

 o
r 

he
r

co
m

m
un

ity
.

ac
tiv

iti
es

H
um

an
ity

. R
ed

C
ro

ss
),

 to
ur

s 
of

co
m

m
un

ity
ag

en
ci

es
/p

ro
je

ct
s,

 a
tte

nd
in

g
sc

ho
ol

 b
oa

rd
m

ee
tin

gs
,

un
de

rs
ta

nd
in

g
lo

ca
l p

ol
iti

cs
,

re
ad

in
g 

th
e

ne
w

sp
ap

er

D
ev

el
op

 a
nd

1.
D

es
cr

ib
e 

th
e 

va
lu

e 
an

d 
be

ne
fit

1-
6 

C
om

m
un

ity
1-

6 
N

A
1-

6 
S

er
vi

ce
 le

ar
ni

ng
pa

rt
ic

ip
at

e 
in

co
m

m
un

ity
 v

ol
un

te
er

se
rv

ic
e 

pr
oj

ec
ts

of
 v

ol
un

te
er

in
g 

fo
r 

co
m

m
un

ity
se

rv
ic

e,
2.

Id
en

tif
y 

co
m

m
un

ity
 n

ee
ds

 a
nd

aw
ar

en
es

s
ac

tiv
iti

es
,

cl
as

sr
oo

m

ac
tiv

iti
es

,
pa

rt
ic

ip
at

e 
in

co
m

m
un

ity
in

te
re

st
s,

pr
oj

ec
ts

 th
at

he
lp

 th
at

 h
el

p
pr

id
e 

ac
tiv

iti
es

(i.
e.

 H
ab

ita
t f

or
3.

K
no

w
 a

nd
 id

en
tif

y 
w

ay
s 

in
th

e 
co

m
m

un
ity

H
um

an
ity

, R
ed

w
hi

ch
 y

ou
ng

 p
eo

pl
e 

ca
n 

he
lp

(i.
e.

 c
le

an
in

g
C

ro
ss

),
 to

ur
s 

of
m

ak
e 

th
ei

r 
sc

ho
ol

s,
ne

ig
hb

or
ho

od
s,

 a
nd

co
m

m
un

iti
es

 a
 b

et
te

r 
pl

ac
e 

to
liv

e 
an

d 
w

or
k.

hi
gh

w
ay

co
m

m
un

ity
ag

en
ci

es
/p

ro
je

ct
s,

 a
tte

nd
in

g
sc

ho
ol

 b
oa

rd

12
5

12
6



4.
V

ie
w

 a
nd

 d
es

cr
ib

e 
se

lf 
as

 a
va

lu
ab

le
 c

on
tr

ib
ut

or
 to

 s
af

e,
fr

ie
nd

ly
, a

nd
 p

ro
du

ct
iv

e
co

m
m

un
iti

es
,

5.
P

ar
tic

ip
at

e 
in

 v
ol

un
ta

ry
co

m
m

un
ity

 s
er

vi
ce

 p
ro

je
ct

s 
th

at
in

vo
lv

e 
an

 a
pp

lic
at

io
n 

of
kn

ow
le

dg
e 

an
d 

sk
ill

s 
le

ar
ne

d 
in

sc
ho

ol
.

m
ee

tin
gs

,
un

de
rs

ta
nd

in
g

lo
ca

l p
ol

iti
cs

,
re

ad
in

g 
th

e
ne

w
sp

ap
er

,
in

vo
lv

em
en

t i
n

so
ci

al
 c

lu
bs

 (
i.e

.
Ita

lia
n-

A
m

er
ic

an
 c

lu
b)

,
aw

ar
en

es
s 

of
be

ne
vo

le
nc

e
or

ga
ni

za
tio

ns
6.

D
es

cr
ib

e 
an

d 
di

sc
us

s 
th

e 
va

lu
e

th
e 

sa
tis

fa
ct

io
n 

of
 h

el
pi

ng
ot

he
rs

 th
ro

ug
h 

co
m

m
un

ity
se

rv
ic

e 
pr

oj
ec

ts
.

(i.
e.

 S
al

va
tio

n
A

rm
y)

U
nd

er
st

an
d 

an
d

1.
D

em
on

st
ra

te
 p

os
iti

ve
 a

tti
tu

de
s

1-
6 

C
om

m
un

ity
1-

6 
N

A
1-

6 
S

er
vi

ce
 le

an
in

g
en

ha
nc

e 
th

e
co

m
m

un
ity

to
w

ar
d 

co
m

m
un

ity
,

2.
V

is
ua

liz
e 

an
d 

de
sc

rib
e 

se
lf 

as
 a

aw
ar

en
es

s
ac

tiv
iti

es
,

cl
as

sr
oo

m

ac
tv

iti
es

,
pa

rt
ic

ip
at

e 
h

co
m

m
un

ity
 p

id
e

re
sp

on
si

bl
e 

an
d 

pr
od

uc
tiv

e
pr

oj
ec

ts
 th

at
ac

fr
yi

fie
s 

0.
e.

co
m

m
un

ity
 m

em
be

r.
he

lp
 th

at
 h

el
p

th
e 

co
m

m
un

ity
H

cb
ita

t f
a

1-
kx

nc
ril

y,
 R

ed
3.

T
ak

e 
a 

pa
rt

 in
 a

ct
iv

iti
es

 th
at

(i.
e.

 c
le

an
in

g
C

ro
ss

),
 to

us
 o

f
bu

ild
 a

 s
en

se
 o

f p
rid

e 
in

 h
is

 o
r

he
r 

co
m

m
un

ity
.

4.
F

or
m

 a
 p

os
iti

ve
 w

or
ki

ng
 a

nd
le

ar
ni

ng
 r

el
at

io
ns

hi
ps

 w
ith

re
sp

ec
te

d 
an

d 
pr

od
uc

tiv
e

ci
tiz

en
s 

in
 th

e 
co

m
m

un
ity

.

5.
K

no
w

 id
en

tif
y 

co
nc

ep
ts

 a
nd

sk
ill

s 
re

la
te

d 
to

 g
oo

d 
ci

tiz
en

sh
ip

.

6.
K

no
w

 r
es

ou
rc

es
 a

va
ila

bl
e 

in
 th

e
co

m
m

un
ity

 th
at

 s
up

po
rt

pe
rs

on
al

 a
nd

 s
oc

ia
l w

el
l-b

ei
ng

.

hi
gh

w
ay

co
m

m
un

ity
ag

er
de

s/
pc

je
ct

s,
al

le
nc

iig
 s

ch
oo

l
bo

ad
 m

ee
t-

1g
s,

un
de

rs
tc

nc
in

g
bo

d 
po

rk
s,

re
al

m
 ih

e
ne

w
sp

ap
er

,
hv

dv
em

en
th

so
cd

 d
ub

s 
(i.

e.
lic

kn
-A

m
er

ic
cn

du
b)

, °
on

en
es

s 
of

be
ne

vd
en

ce
or

go
rt

aT
io

ns
 (

i.e
.

S
dv

af
on

 A
rm

y)

12
8



S
C

H
O

O
L 

T
O

 W
O

R
K

C
O

M
P

R
E

H
E

N
S

IV
E

 S
T

U
D

E
N

T
 D

E
V

E
LO

P
M

E
N

T
 C

U
R

R
IC

U
LU

M
M

A
T

R
IX

 F
O

R
 J

U
N

IO
R

 A
N

D
 S

E
N

IO
R

 P
O

S
T

S
E

C
O

N
D

A
R

Y
LE

V
E

LS

Im
po

rt
an

t N
ot

e:
 P

le
as

e 
re

fe
r 

to
 th

e 
F

re
sh

m
an

 a
nd

S
op

ho
m

or
e 

P
os

t-
se

co
nd

ar
y 

m
at

rix
 fo

r 
th

os
e 

ou
tc

om
es

be
lo

w
 w

hi
ch

 li
st

 a
 N

/A
. I

n 
ad

di
tio

n,
it 

m
ay

 b
e 

ap
pr

op
ria

te
 to

 c
on

su
lt 

th
e 

F
re

sh
m

an
an

d 
S

op
ho

m
or

e 
P

os
t-

se
co

nd
ar

y 
m

at
rix

 If
st

ud
en

ts
 e

nt
er

 th
is

 le
ve

l w
ith

ou
t o

bt
ai

ni
ng

 th
os

e
co

m
pe

te
nc

ie
s.

S
tu

de
nt

 D
ev

el
op

m
en

t C
ur

ric
ul

um
S

ch
oo

l B
as

ed
S

ch
oo

l-B
as

ed
Li

nk
in

g
W

or
k-

B
as

ed
D

om
ai

ns
 a

nd
 G

oa
ls

O
ut

co
m

es
A

ct
iv

iti
es

A
ct

iv
iti

es
A

ct
iv

iti
es

A
ca

de
m

ic
 A

ch
ie

ve
m

en
t

U
nd

er
st

an
d 

an
d 

pa
rt

ic
ip

at
e

in
 a

 s
ch

oo
l e

nv
iro

nm
en

t
1.

K
no

w
 s

ch
oo

l p
ro

ce
du

re
s 

in
or

de
r 

to
 c

oo
pe

ra
te

 a
nd

 ta
ke

pa
rt

 in
 a

 s
ha

re
d 

le
ar

ni
ng

en
vi

ro
nm

en
t.

I.
S

tu
de

nt
or

ie
nt

at
io

n,
co

ur
se

ca
ta

lo
g,

 &
st

ud
en

t
ha

nd
bo

ok
 (

S
ee

1.
N

A
1.

F
ie

ld
ex

pe
rie

nc
e

or
ie

nt
at

io
ns

.

A
pp

en
di

ce
s

2.
1,

 2
.1

1,
 &

 2
.9

)

2.
D

em
on

st
ra

te
 a

 p
os

iti
ve

tr
an

si
tio

n 
fr

om
 o

ne
ac

ad
em

ic
 le

ve
l t

o 
an

ot
he

r
an

d 
be

tw
ee

n 
sc

ho
ol

s.

2.
O

rie
nt

at
io

ns
,

fin
an

ci
al

 a
id

, o
r

gr
ad

ua
te

le
ve

l/p
ro

fe
ss

io
n

al
 p

re
pa

ra
tio

n
w

or
ks

ho
ps

,
de

ve
lo

p 
an

ex
it 

ch
ec

kl
is

t
fo

r 
gr

ad
ua

te
ed

uc
at

io
n 

or
w

or
ld

 o
f w

or
k

2.
C

ar
ee

r
co

un
se

lin
g,

 jo
b

se
ar

ch
, t

ra
ns

fe
r

w
or

ks
ho

p,
 e

xi
t

ch
ec

kl
is

t,

2.
C

ar
ee

r 
or

co
lle

ge
 fa

irs
,

gu
es

t s
pe

ak
er

s,
an

d 
fie

ld
ex

pe
rie

nc
es

.

(S
ee

A
pp

en
di

ce
s

2.
2 

&
 2

.2
0)

3.
D

em
on

st
ra

te
 b

eh
av

io
r 

th
at

re
fle

ct
s 

po
si

tiv
e 

w
or

ki
ng

re
la

tio
ns

hi
ps

 w
ith

 te
ac

he
rs

an
d 

cl
as

sm
at

es
.

3.
C

ol
la

bo
ra

tiv
e

le
ar

ni
ng

,
gr

ou
p 

pr
oj

ec
ts

,
re

se
ar

ch

3.
N

A
3.

N
A

12
9

13
0



te
am

s.

4.
D

es
cr

ib
e 

sc
ho

ol
 a

nd
 te

ac
he

r
4.

C
ou

rs
e 

sy
lla

bi
4.

N
A

4.
F

ie
ld

ev
al

ua
tio

n 
pr

oc
ed

ur
es

, s
uc

h
an

d
ex

pe
rie

nc
e

as
 p

ro
gr

es
s 

re
po

rt
s,

 g
ra

de
po

in
t a

ve
ra

ge
, c

la
ss

 c
re

di
ts

,
th

e 
va

lu
e 

of
 h

om
ew

or
k

as
si

gn
m

en
ts

, a
nd

 r
el

at
ed

pr
oc

ed
ur

es
 fo

r 
ob

ta
in

in
g

cr
ed

it.

ev
al

ua
tio

ns
, &

ad
vi

si
ng

 (
S

ee
A

pp
en

di
ce

s
2.

3 
&

 2
.4

)

ev
al

ua
tio

ns

D
ev

el
op

 e
ffe

ct
iv

e 
st

ud
y 

sk
ill

s
1.

Id
en

tif
y 

co
m

m
on

 s
tu

dy
 s

ki
lls

1.
P

ee
r

1-
8 

N
A

1-
8 

F
ie

ld
an

d 
ha

bi
ts

 th
at

 c
on

tr
ib

ut
e 

to
sc

ho
ol

 s
uc

ce
ss

.
m

en
to

rin
g,

le
ar

ni
ng

 la
b

an
d 

tu
to

rin
g

se
rv

ic
es

 (
S

ee

ex
pe

rie
nc

e
ev

al
ua

tio
ns

 a
nd

su
pe

rv
is

io
n

m
ee

tin
gs

A
pp

en
di

x 
2.

8)
.

2.
Id

en
tif

y 
an

d 
ev

al
ua

te
 h

is
/h

er
st

ud
y 

sk
ill

s 
us

ed
 in

 s
ch

oo
l a

nd
ou

t o
f s

ch
oo

l, 
ex

am
in

in
g

st
re

ng
th

s 
an

d 
ar

ea
s 

th
at

ne
ed

 im
pr

ov
em

en
t.

2-
8 

A
ll 

ab
ov

e 
pl

us
fie

ld
ex

pe
rie

nc
e,

cl
in

ic
al

, o
r 

la
b

cl
as

se
s

3.
D

es
cr

ib
e 

th
e 

va
lu

e 
of

pr
ac

tic
in

g 
a 

sk
ill

 a
nd

 it
s

re
la

tio
ns

hi
p 

to
 s

uc
ce

ss
fu

l
pe

rf
or

m
an

ce
 o

f a
 ta

sk
.

4.
Li

st
 a

nd
 d

es
cr

ib
e 

ho
w

 s
tu

dy
si

lls
 a

nd
 h

ab
its

 fo
r 

sc
ho

ol
su

cc
es

s 
ar

e 
re

la
te

d 
to

 o
th

er
as

pe
ct

s 
of

 li
fe

.

5.
E

xp
la

in
 th

e 
va

lu
e 

an
d

de
sc

rib
e 

th
e 

im
po

rt
an

ce
 o

f
w

or
ki

ng
 w

ith
 a

nd
 w

ith
ou

t
su

pe
rv

is
io

n.

6.
D

em
on

st
ra

te
 a

n 
aw

ar
en

es
s

13
1

13
2



an
d 

in
te

re
st

 in
 ta

ki
ng

re
sp

on
si

bi
lit

y 
fo

r 
hi

s/
he

r
le

ar
ni

ng
.

7.
D

is
ce

rn
 a

nd
 a

cc
ep

t m
is

ta
ke

s
as

 a
n 

im
po

rt
an

t p
ar

t o
f t

he
le

ar
ni

ng
 p

ro
ce

ss
.

8.
R

ec
og

ni
ze

 a
nd

 d
es

cr
ib

e 
th

e
pe

rs
on

al
 s

at
is

fa
ct

io
n 

an
d

va
lu

e 
of

 c
om

pl
et

in
g 

a 
ta

sk
.

D
ev

el
op

 e
ffe

ct
iv

e 
tim

e
1.

Id
en

tif
y 

an
d 

ci
te

 ti
m

es
 o

f t
he

1-
5 

T
im

e
1-

5 
N

A
1-

5 
N

A
m

an
ag

em
en

t s
ki

lls
da

y 
an

d 
w

ee
k 

w
he

n 
hi

s/
he

r
ac

ad
em

ic
 ta

sk
s 

an
d

as
si

gn
m

en
ts

 m
ig

ht
 b

es
t b

e
co

m
pl

et
ed

.

2.
O

ut
lin

e 
in

 w
rit

in
g 

a 
w

ee
kl

y
pl

an
ni

ng
 s

ch
ed

ul
e 

th
at

in
di

ca
te

s 
pe

rio
ds

 o
f t

im
e

m
ar

ke
d 

fo
r 

st
ud

y 
an

d
co

m
pl

et
io

n 
of

 h
om

ew
or

k
as

si
gn

m
en

ts
.

m
an

ag
em

en
t

w
or

ks
ho

p 
an

d
in

st
ru

ct
io

n 
on

se
lf

m
an

ag
em

en
t

be
ha

vi
or

al
pl

an
 (

S
ee

A
pp

en
di

x 
2.

5)

3.
Li

st
 c

om
m

on
 o

r 
ro

ut
in

e 
du

tie
s

an
d 

ta
sk

s 
ot

he
r 

th
at

 s
ch

oo
l

as
si

gn
m

en
ts

 a
nd

 m
ar

k 
th

em
on

 a
 w

ee
kl

y 
pl

an
ni

ng
sc

he
du

le
.

4.
A

ck
no

w
le

dg
e 

an
d 

de
sc

rib
e

th
e 

va
lu

e 
of

 s
et

tin
g 

an
d

m
on

ito
rin

g 
go

al
s 

an
d

es
ta

bl
is

hi
ng

 ti
m

e-
m

an
ag

em
en

t p
rio

rit
ie

s.

5.
E

va
lu

at
e 

tim
e-

m
an

ag
em

en
t

sk
ill

s 
re

la
te

d 
to

 s
ch

oo
l

13
3

13
4



su
cc

es
s.

D
ev

el
op

 e
ffe

ct
iv

e 
st

re
ss

1.
Id

en
tif

y 
an

d 
lis

t t
yp

ic
al

1-
3 

S
tr

es
s

1-
5 

N
A

1-
5 

E
m

pl
oy

ee
m

an
ag

em
en

t s
ki

lls
ev

en
ts

 a
nd

 s
itu

at
io

ns
 th

at
m

an
ag

em
en

t
as

si
st

an
ce

 a
nd

ar
e 

st
re

ss
fu

l i
s 

a 
sc

ho
ol

 a
nd

w
or

ks
ho

ps
, a

nd
de

ve
lo

pm
en

ta
l

at
 a

 li
fe

 s
ta

ge
.

pe
rs

on
al

co
un

se
lin

g
w

or
ks

ho
ps

2.
A

cc
ep

t s
tr

es
s 

an
d 

an
xi

et
y 

as
a 

na
tu

ra
l a

sp
ec

t o
f l

ife
 a

nd
ci

te
 r

ea
so

ns
 fo

r 
de

ve
lo

pi
ng

st
re

ss
-m

an
ag

em
en

t s
ki

lls
.

3.
C

ite
 b

as
ic

 s
ki

lls
 r

el
at

ed
 to

an
d 

m
et

ho
ds

 o
f c

op
in

g 
w

ith
te

st
-a

nx
ie

ty
 a

nd
 o

th
er

 s
ch

oo
l

re
la

te
d 

st
re

ss
es

.

4.
Id

en
tif

y 
ba

rr
ie

rs
 to

 h
is

/h
er

su
cc

es
s 

at
 s

ch
oo

l.

5.
Id

en
tif

y 
st

ra
te

gi
es

 to
 c

ou
nt

er
ba

rr
ie

rs
 to

 s
ch

oo
l s

uc
ce

ss
.

4-
5 

A
ll 

ab
ov

e 
pl

us
as

se
ss

m
en

t
ev

al
ua

tio
n,

ac
ad

em
ic

ad
vi

si
ng

,
co

un
se

lin
g,

an
d 

tr
an

sf
er

or
ie

nt
at

io
n

(S
ee

 A
pp

en
di

x
2.

6)

U
nd

er
st

an
d 

at
tit

ud
es

 a
nd

1.
U

nd
er

st
an

d 
th

e 
po

w
er

 o
f

1-
3 

T
ra

ns
fe

r
1-

4 
N

A
1-

4 
F

ie
ld

be
ha

vi
or

s 
re

la
te

d 
to

ac
ad

em
ic

 a
ch

ie
ve

m
en

t
pe

er
 r

el
at

io
ns

hi
ps

 a
nd

 p
ee

r
su

pp
or

t a
nd

 id
en

tif
y

de
si

ra
bl

e 
an

d 
un

de
si

ra
bl

e
pe

er
 p

re
ss

ur
es

 in
 te

rm
s 

of
sc

ho
ol

 s
uc

ce
ss

.

2.
D

iff
er

en
tia

te
 b

et
w

ee
n

in
tr

in
si

c 
an

d 
ex

tr
in

si
c

pr
es

su
re

s 
an

d 
re

w
ar

ds
.

or
ie

nt
at

io
n,

st
ud

en
t

ha
nd

bo
ok

,
st

ud
en

t
de

ve
lo

pm
en

t
w

or
ks

ho
ps

,
m

ot
iv

at
io

na
l

se
m

in
ar

s,
 c

o-
cu

rr
ic

ul
ar

 a
nd

ex
tr

a-
cu

rr
ic

ul
ar

ac
tiv

iti
es

,

ex
pe

rie
nc

es
,

st
af

f m
ee

tin
gs

1_
35

13
6



al
um

ni
ac

tiv
iti

es
 (

S
ee

A
pp

en
di

ce
s

2.
7,

 2
.8

, &
 2

.9
)

3.
R

ec
og

ni
ze

 a
nd

 d
es

cr
ib

e
ho

w
 p

os
iti

ve
 th

in
ki

ng
 a

nd
pr

ac
tic

e 
of

 s
ki

lls
 a

re
 r

el
at

ed
to

 s
uc

ce
ss

.

3-
4 

A
ll 

of
 th

e
ab

ov
e 

pl
us

cl
ub

pa
rt

ic
ip

at
io

n

4.
Id

en
tif

y 
an

d 
de

m
on

st
ra

te
m

ot
iv

at
io

na
l t

ec
hn

iq
ue

s
re

la
te

d 
to

 s
ch

oo
l s

uc
ce

ss
.

D
ev

el
op

 in
te

rp
er

so
na

l a
nd

1.
Id

en
tif

y 
an

d 
de

m
on

st
ra

te
1.

P
ro

fe
ss

io
na

l
1-

4 
N

A
1-

4 
F

ie
ld

co
m

m
un

ic
at

io
n 

sk
ill

s 
fo

r
in

te
rp

er
so

na
l s

ki
lls

 r
el

at
ed

 to
or

ga
ni

za
tio

n
ex

pe
rie

nc
es

su
cc

es
sf

ul
 le

ar
ni

ng
bu

ild
in

g 
po

si
tiv

e 
w

or
ki

ng
re

la
tio

ns
hi

ps
 w

ith
 o

th
er

s.
in

vo
lv

em
en

t
(i.

e.
m

em
be

rs
hi

p,
co

nf
er

en
ce

pr
es

en
ta

tio
n)

,
up

pe
r 

le
ve

l
sp

ee
ch

co
m

m
un

ic
at

io
n 

cl
as

s

2.
D

es
cr

ib
e 

th
e 

ro
le

 o
f a

n
ef

fe
ct

iv
e 

gr
ou

p 
pa

rt
ic

ip
an

t
an

d 
ta

ke
 a

n 
ac

tiv
e 

pa
rt

 in
co

op
er

at
iv

e 
le

ar
ni

ng
ac

tiv
iti

es
 a

nd
 p

ro
je

ct
s.

2.
In

st
ru

ct
io

n 
in

ef
fe

ct
iv

e 
gr

ou
p

le
ad

er
sh

ip
 a

nd
te

am
 w

or
k.

3.
C

om
pl

im
en

t a
nd

 c
on

fr
on

t
3.

In
di

vi
du

al
 a

nd
ot

he
rs

 r
eg

ar
di

ng
 th

ei
r

ac
tio

ns
 r

el
at

ed
 to

 a
ca

de
m

ic
ac

hi
ev

em
en

t,

gr
ou

p
co

un
se

lin
g 

an
d

in
st

ru
ct

io
n 

in
co

m
m

un
ic

at
io

n 
an

d 
fe

ed
-

ba
ck

 s
ki

lls
 (

S
ee

A
pp

en
di

x 
2.

10
)

13
7

13
8



4.
D

em
on

st
ra

te
 e

ffe
ct

iv
e

lis
te

ni
ng

 in
 a

n 
ac

ad
em

ic
ac

tiv
ity

,

4.
In

st
ru

ct
io

n 
an

d
pr

ac
tic

e 
on

us
e 

of
 e

ffe
ct

iv
e

lis
te

ni
ng

 s
ki

lls
(S

ee
 A

pp
en

di
x

2.
10

)

A
ss

es
s 

se
lf 

an
d 

sc
ho

ol
 s

uc
ce

ss
sk

ill
s

1.
Li

st
 a

nd
 d

es
cr

ib
e 

cl
as

sr
oo

m
le

ar
ni

ng
 b

eh
av

io
rs

 r
el

at
ed

 to
ac

hi
ev

em
en

t,

1.
S

tu
de

nt
ha

nd
bo

ok
an

d/
or

 c
at

al
og

(S
ee

1-
7 

N
A

1-
7 

N
A

A
pp

en
di

ce
s

2.
8 

&
 2

.1
 1

)

2.
A

ss
es

s 
an

d 
ev

al
ua

te
 h

is
 o

r
he

r 
st

re
ng

th
s 

re
ga

rd
in

g
cl

as
sr

oo
m

 le
ar

ni
ng

be
ha

vi
or

s.

2.
In

st
ru

ct
io

n 
in

se
lf 

an
d 

pe
er

as
se

ss
m

en
t o

f
pr

og
re

ss
.

3.
Id

en
tif

y 
hi

s/
he

r 
cl

as
sr

oo
m

an
d 

le
ar

ni
ng

 b
eh

av
io

rs
 th

at
ne

ed
 im

pr
ov

em
en

t.

3.
S

am
e 

as
 #

2

4.
A

ss
es

s 
an

d 
ev

al
ua

te
 h

is
/h

er
te

ac
he

r-
st

ud
en

t w
or

ki
ng

re
la

tio
ns

hi
ps

,

4.
S

tu
de

nt
te

ac
he

r
co

nf
er

en
ce

s
an

d 
of

fic
e 

ho
ur

ap
po

in
tm

en
ts

.

5.
A

ss
es

s 
an

d 
ev

al
ua

te
 h

is
/h

er
pe

er
 r

el
at

io
ns

hi
ps

 in
 te

rm
s 

of
th

ei
r 

af
fe

ct
 o

n 
ac

ad
em

ic
ac

hi
ev

em
en

t.

5.
S

am
e 

as
 #

2

6.
A

ss
es

s 
hi

s/
he

r 
pe

rs
on

al
at

tit
ud

es
 a

bo
ut

 s
ch

oo
l.

6.
S

am
e 

as
 #

2

7.
Id

en
tif

y 
an

d 
ci

te
 h

is
/h

er
sp

ec
ia

l i
nt

er
es

ts
, a

bi
lit

ie
s,

7.
C

ar
ee

r 
an

d/
or

ac
ad

em
ic

13
 9

14
0



an
d 

sk
ill

s 
in

 a
ca

de
m

ic
ac

hi
ev

em
en

t a
nd

op
po

rt
un

iti
es

 to
 e

xc
el

 in
ac

ad
em

ic
 a

re
as

.

co
un

se
lin

g 
an

d
pa

rt
ic

ip
at

io
n 

in
ho

no
r

pr
og

ra
m

s 
(S

ee
A

pp
en

di
x 

2.
6)

S
et

 a
ca

de
m

ic
 g

oa
ls

 a
nd

m
ak

e 
de

ci
si

on
s 

th
at

 h
el

p
1.

Id
en

tif
y 

bo
th

 s
ho

rt
-t

er
m

 a
nd

lo
ng

-t
er

m
 a

ca
de

m
ic

 g
oa

ls
.

I.
C

ar
ee

r,
pe

rs
on

al
, a

nd
1-

4 
N

A
1.

T
ou

rs
 o

f w
or

k
si

te
s,

 u
pp

er
at

ta
in

 th
os

e 
go

al
s

ac
ad

em
ic

 a
nd

co
un

se
lin

g,
tr

an
sf

er
 o

r
ca

re
er

w
or

ks
ho

p,
so

lid
ify

pr
og

ra
m

 o
f

st
ud

y 
(S

ee

di
vi

si
on

in
st

itu
tio

ns
, a

nd
gu

es
t s

pe
ak

er
s

A
pp

en
di

ce
s

2.
6,

 2
.7

, &
 2

.1
6)

2.
S

el
ec

t c
ou

rs
es

 a
nd

 o
th

er
ac

ad
em

ic
 e

xp
er

ie
nc

es
 th

at
ar

e 
co

ns
is

te
nt

 w
ith

 h
is

/h
er

go
al

s.

2
A

ca
de

m
ic

ad
vi

si
ng

,
co

m
pl

et
io

n 
of

ap
pr

op
ria

te
en

tr
an

ce
te

st
in

g 
fo

r
gr

ad
ua

te
sc

ho
ol

, p
la

n
an

d/
or

co
m

pl
et

e
ce

rt
ifi

ca
tio

n 
or

pr
of

es
si

on
al

lic
en

su
re

ap
pl

ic
at

io
ns

an
d/

or
 e

xa
m

s

2-
4 

N
A

(S
ee

A
pp

en
di

ce
s

2.
12

 &
 2

.2
0)

3.
O

rg
an

iz
e 

an
d 

re
co

rd
 a

 fo
ur

-
3-

4 
A

ca
de

m
ic

14
2



ye
ar

 s
eq

ue
nc

e 
of

 c
ou

rs
es

an
d 

ot
he

r 
ac

ad
em

ic
ex

pe
rie

nc
es

 th
at

 w
ill

 le
ad

 to
go

al
 a

tta
in

m
en

t.

ad
vi

si
ng

4.
M

on
ito

r 
pr

og
re

ss
 to

w
ar

d
go

al
s 

an
d 

ad
ju

st
 p

la
n 

w
ith

co
ur

se
 s

el
ec

tio
n 

or
 o

th
er

le
ar

ni
ng

 a
ct

iv
iti

es
.

14
3

14
4



C
ar

ee
r 

D
ev

el
op

m
en

t
A

cq
ui

re
 s

el
f-

kn
ow

le
dg

e
1.

D
es

cr
ib

e 
hi

s/
he

r 
po

si
tiv

e
1.

S
et

 u
p 

an
1-

7 
N

A
1.

N
A

D
ev

el
op

 a
 p

os
iti

ve
,

st
ab

le
, i

nt
eg

ra
te

d 
se

lf-
co

nc
ep

t a
s 

re
la

te
d 

to
ca

re
er

 p
ro

bl
em

-s
ol

vi
ng

an
d 

de
ci

si
on

-m
ak

in
g

ch
ar

ac
te

ris
tic

s 
as

 s
ee

n 
by

ot
he

rs
 a

nd
 h

im
se

lf/
he

rs
el

f.

2.
D

em
on

st
ra

te
 b

eh
av

io
rs

 th
at

ap
po

in
tm

en
t

w
ith

 a
co

un
se

lo
r.

2.
C

lu
b 

or
2.

F
ie

ld
 b

as
ed

re
fle

ct
 a

 p
os

iti
ve

 a
tti

tu
de

ab
ou

t h
im

se
lf/

he
rs

el
f i

n 
w

or
k-

re
la

te
d 

ac
tiv

iti
es

.

pr
of

es
si

on
al

or
ga

ni
za

tio
n

pa
rt

ic
ip

at
io

n

ex
pe

rie
nc

es

(S
ee

 A
pp

en
di

x
2.

8)
3.

D
es

cr
ib

e 
in

di
vi

du
al

 s
tr

en
gt

hs
an

d 
w

ea
kn

es
se

s 
in

 s
ch

oo
l

su
bj

ec
ts

, l
ei

su
re

, a
nd

 w
or

k-
re

la
te

d 
ac

tiv
iti

es
,

4.
Id

en
tif

y 
hi

s/
he

r 
pe

rs
on

al
in

te
re

st
s,

 a
bi

lit
ie

s,
 v

al
ue

s 
an

d
be

lie
fs

 r
el

at
ed

 to
 c

ar
ee

r
ch

oi
ce

.

3-
7 

C
ar

ee
r

co
un

se
lin

g
an

d
as

se
ss

m
en

t,
an

d 
pe

rs
on

al
gr

ow
th

w
or

ks
ho

ps

3-
7 

N
A

5.
E

xp
la

in
 th

e 
re

la
tio

ns
hi

p
be

tw
ee

n 
w

or
k-

re
la

te
d

be
ha

vi
or

 a
nd

 s
el

f-
co

nc
ep

t.

6.
E

xp
la

in
 h

ow
 in

di
vi

du
al

ch
ar

ac
te

ris
tic

s 
re

la
te

 to
ac

hi
ev

in
g 

pe
rs

on
al

, s
oc

ia
l,

ed
uc

at
io

na
l, 

an
d 

ca
re

er
go

al
s.

7.
D

es
cr

ib
e 

pe
rs

on
al

 s
tr

en
gt

hs
an

d 
w

ea
kn

es
se

s 
in

re
la

tio
ns

hi
p 

to
 fu

tu
re

ed
uc

at
io

na
l o

r 
tr

ai
ni

ng
re

qu
ire

m
en

ts
.

U
nd

er
st

an
d

1.
D

es
cr

ib
e 

th
e 

im
po

rt
an

ce
 o

f
1-

6 
S

tu
de

nt
 s

er
vi

ce
1-

6 
N

A
1-

6 
F

ie
ld

14
5

14
6



in
te

rr
el

at
io

ns
hi

ps
 a

m
on

g
lif

e 
ro

le
s 

an
d 

th
e 

w
or

ld
 o

f
w

or
k

ca
re

er
, f

am
ily

, a
nd

 le
is

ur
e

ac
tiv

iti
es

 to
 m

en
ta

l,
em

ot
io

na
l, 

ph
ys

ic
al

, a
nd

ec
on

om
ic

 w
el

l-b
ei

ng
,

2.
D

es
cr

ib
e 

th
e 

ad
va

nt
ag

es
an

d 
di

sa
dv

an
ta

ge
s 

of
va

rio
us

 li
fe

 r
ol

e 
op

tio
ns

.

3.
D

es
cr

ib
e 

fa
ct

or
s 

th
at

de
te

rm
in

e 
lif

es
ty

le
s 

(e
.g

.,
so

ci
oe

co
no

m
ic

 s
ta

tu
s,

cu
ltu

re
, v

al
ue

s,
oc

cu
pa

tio
na

l c
ho

ic
es

, w
or

k
ha

bi
ts

).

ac
tiv

iti
es

,
ca

m
pu

s
m

in
is

tr
y,

pe
rs

on
al

co
un

se
lin

g,
w

el
ln

es
s

ac
tiv

iti
es

,
pe

rs
on

al
 a

nd
ca

re
er

co
un

se
lin

g
(S

ee
A

pp
en

di
ce

s 
2.

6
&

 2
.1

3)

ex
pe

rie
nc

es

4.
D

es
cr

ib
e 

th
e 

co
nt

rib
ut

io
n 

of
w

or
k 

to
 a

 b
al

an
ce

d 
an

d
pr

od
uc

tiv
e 

lif
e.

5.
D

es
cr

ib
e 

w
ay

s 
in

 w
hi

ch
 w

or
k,

fa
m

ily
, l

ei
su

re
, a

nd
 s

pi
rit

ua
l

lif
e 

ar
e 

in
te

rr
el

at
ed

 a
nd

in
te

gr
at

ed
 in

to
 h

is
/h

er
 li

fe
jo

ur
ne

y.

6.
D

es
cr

ib
e 

w
ay

s 
th

at
 le

is
ur

e
co

nt
rib

ut
es

 to
 d

ev
el

op
m

en
t

of
 o

cc
up

at
io

na
l s

ki
lls

 a
nd

 jo
b

pe
rf

or
m

an
ce

.

A
cq

ui
re

 e
du

ca
tio

na
l a

nd
oc

cu
pa

tio
na

l k
no

w
le

dg
e

A
tta

in
 a

w
ar

en
es

s 
of

pe
rs

on
al

 d
ev

el
op

m
en

t
an

d 
lif

el
on

g 
le

ar
ni

ng
 a

s
re

la
te

d 
to

 p
ro

du
ct

iv
e

m
ea

ni
ng

fu
l w

or
k

1.
D

es
cr

ib
e 

ho
w

 c
ur

re
nt

le
ar

ni
ng

 r
el

at
es

 to
 w

or
k.

2.
D

es
cr

ib
e 

th
e 

re
la

tio
ns

hi
p 

of
pe

rs
on

al
 a

tti
tu

de
s,

 b
el

ie
fs

,
ab

ili
tie

s,
 a

nd
 s

ki
lls

 to
su

cc
es

sf
ul

 w
or

k
pe

rf
or

m
an

ce
.

1-
8 

C
ar

ee
r,

ac
ad

em
ic

,
an

d 
pe

rs
on

al
co

un
se

lin
g,

st
ud

en
t

de
ve

lo
pm

en
t

w
or

ks
ho

ps
, r

ol
e

pl
ay

 in
te

rv
ie

w
s,

jo
b 

pl
ac

em
en

t

1-
8 

Jo
b 

pl
ac

em
en

t
se

rv
ic

es
1-

8 
F

ie
ld

ex
pe

rie
nc

es
su

ch
 a

s 
co

op
s,

in
te

rn
sh

ip
s,

 a
nd

pr
ac

tic
a,

 jo
b

sh
ad

ow
in

g,
m

en
to

rin
g,

in
te

rv
ie

w
s

14
7

14
8



3.
E

xp
la

in
 th

e 
im

po
rt

an
ce

 o
f

pe
rs

on
al

 m
ai

nt
en

an
ce

 s
ki

lls
an

d 
po

si
tiv

e 
at

tit
ud

es
 to

 jo
b

su
cc

es
s.

4.
Id

en
tif

y 
st

ra
te

gi
es

 fo
r

m
an

ag
in

g 
pe

rs
on

al
re

so
ur

ce
s 

(e
.g

., 
ta

le
nt

s,
 ti

m
e,

m
on

ey
) 

to
 a

ch
ie

ve
 te

nt
at

iv
e

ca
re

er
 g

oa
ls

.

se
rv

ic
es

,
re

su
m

e 
w

rit
in

g
w

or
ks

ho
ps

,
al

um
ni

aw
ar

en
es

s
ac

tiv
iti

es
 (

S
ee

A
pp

en
di

x 
2.

19
)

3-
7 

P
la

ce
m

en
t

se
rv

ic
es

5.
D

em
on

st
ra

te
 p

os
iti

ve
 w

or
k

at
tit

ud
es

 a
nd

 b
eh

av
io

rs
.

6.
D

em
on

st
ra

te
 le

ar
ni

ng
 h

ab
its

an
d 

sk
ill

s 
th

at
 c

an
 b

e 
us

ed
 in

th
e 

on
go

in
g 

de
ve

lo
pm

en
t o

f
jo

b 
sk

ill
s.

7.
D

em
on

st
ra

te
 b

eh
av

io
rs

 th
at

m
ai

nt
ai

n 
ph

ys
ic

al
 a

nd
m

en
ta

l h
ea

lth
 in

 th
e

w
or

kp
la

ce
.

8.
D

es
cr

ib
e 

ca
re

er
 p

at
hs

 th
at

re
fle

ct
 th

e 
im

po
rt

an
ce

 o
f

lif
el

on
g 

le
ar

ni
ng

.

U
nd

er
st

an
d 

th
e

1.
D

es
cr

ib
e 

ho
w

 th
e 

am
ou

nt
 o

f
1-

7 
T

ra
ns

fe
r

1-
8 

N
A

1-
2 

Jo
b

re
la

tio
ns

hi
p 

be
tw

ee
n

sc
ho

ol
 a

ch
ie

ve
m

en
t a

nd
ed

uc
at

io
na

l a
nd

 c
ar

ee
r

op
po

rt
un

ity

ed
uc

at
io

n 
ne

ed
ed

 fo
r

di
ffe

re
nt

 o
cc

up
at

io
na

l l
ev

el
s

va
rie

s,

2.
Id

en
tif

y 
ho

w
 th

e 
sk

ill
s 

ta
ug

ht
in

 s
ch

oo
l s

ub
je

ct
s 

ar
e 

us
ed

 in
va

rio
us

 o
cc

up
at

io
ns

.

st
ud

en
t

or
ie

nt
at

io
n,

ca
re

er
aw

ar
en

es
s

w
or

ks
ho

ps
,

pe
rs

on
al

,
ac

ad
em

ic
,

an
d 

ca
re

er

.

sh
ad

ow
in

g,
in

te
rv

ie
w

s,
m

en
to

rin
g.

3.
D

em
on

st
ra

te
 h

ow
 to

 a
pp

ly
co

un
se

lin
g,

 li
fe

3-
7 

F
ie

ld
ac

ad
em

ic
 a

nd
 v

oc
at

io
na

l
sk

ill
s 

w
or

ks
ho

ps
ex

pe
rie

nc
es

sk
ill

s 
to

 a
ch

ie
ve

 p
er

so
na

l a
nd

(S
ee

su
ch

 a
s 

co
-o

ps
,

14
9

15
0



ca
re

er
 g

oa
ls

.

4.
Id

en
tif

y 
ho

w
 e

m
pl

oy
m

en
t

tr
en

ds
 r

el
at

e 
to

 e
du

ca
tio

n
an

d 
tr

ai
ni

ng
,

5.
D

es
cr

ib
e 

ho
w

 e
du

ca
tio

na
l

at
ta

in
m

en
t r

el
at

es
 to

 th
e

se
le

ct
io

n 
of

 c
ol

le
ge

 m
aj

or
s,

fu
rt

he
r 

tr
ai

ni
ng

 a
nd

/o
r 

en
tr

y
in

to
 th

e 
la

bo
r 

m
ar

ke
t.

A
pp

en
di

ce
s

2.
7 

&
 2

.6
)

in
te

rn
sh

ip
s,

se
rv

ic
e

le
ar

ni
ng

, a
nd

pr
ac

tic
a,

 jo
b

sh
ad

ow
in

g,
m

en
to

rin
g,

in
te

rv
ie

w
s

6.
Id

en
tif

y 
tr

an
sf

er
ab

le
 s

ki
lls

 th
at

ca
n 

ap
pl

y 
to

 a
 v

ar
ie

ty
 o

f
oc

cu
pa

tio
ns

 a
nd

 c
ha

ng
in

g
oc

cu
pa

tio
na

l r
eq

ui
re

m
en

ts
.

7.
D

em
on

st
ra

te
 h

ow
oc

cu
pa

tio
na

l s
ki

lls
 c

an
 b

e
de

ve
lo

pe
d 

th
ro

ug
h

vo
lu

nt
ee

r 
ex

pe
rie

nc
es

, p
ar

t-
tim

e 
em

pl
oy

m
en

t,
co

op
er

at
iv

e 
ed

uc
at

io
n

pr
og

ra
m

s 
or

 e
xt

ra
cu

rr
ic

ul
ar

ac
tiv

iti
es

.

U
nd

er
st

an
d 

ho
w

 th
e

1.
D

es
cr

ib
e 

th
e 

ef
fe

ct
s 

th
at

1-
8 

C
ar

ee
r

1-
5 

N
A

1-
8 

G
ue

st
 s

pe
ak

er
s

ne
ed

s 
of

 s
oc

ie
ty

 a
nd

 th
e

so
ci

et
al

, e
co

no
m

ic
 a

nd
de

ve
lo

pm
en

t
st

ru
ct

ur
e 

of
 th

e 
ec

on
om

y
te

ch
no

lo
gi

ca
l c

ha
ng

es
 h

av
e

ac
tiv

iti
es

, c
ur

re
nt

ar
e 

re
la

te
d 

to
 th

e 
na

tu
re

of
 w

or
k

on
 o

cc
up

at
io

ns
.

2.
D

es
cr

ib
e 

th
e 

ef
fe

ct
s 

of
ch

an
ge

 in
 s

up
pl

y 
an

d
de

m
an

d 
fo

r 
w

or
ke

rs
.

ev
en

t a
ct

iv
iti

es
,

re
se

ar
ch

 a
nd

co
m

pu
te

r
ac

tiv
iti

es
, l

ib
ra

ry
se

ar
ch

es
 (

S
ee

A
pp

en
di

ce
s 

2.
14

3.
E

xp
la

in
 th

e 
so

ci
al

si
gn

ifi
ca

nc
e 

of
 v

ar
io

us
oc

cu
pa

tio
ns

. (
A

ll
oc

cu
pa

tio
ns

 h
av

e 
so

ci
al

si
gn

ifi
ca

nc
e.

)

2.
15

, &
 1

.1
2)

15
1

e
15

2



4.
D

es
cr

ib
e 

ho
w

 s
oc

ie
ty

's
ne

ed
s 

an
d 

fu
nc

tio
ns

 a
ffe

ct
th

e 
su

pp
ly

 o
f g

oo
ds

 a
nd

se
rv

ic
es

.

5.
D

ef
in

e 
gl

ob
al

 e
co

no
m

y 
an

d
ex

pl
ai

n 
ho

w
 it

 a
ffe

ct
s 

ea
ch

in
di

vi
du

al
.

6.
D

es
cr

ib
e 

th
e 

ad
va

nt
ag

es
an

d 
pr

ob
le

m
s 

fo
r 

ch
oo

si
ng

no
nt

ra
di

tio
na

l e
m

pl
oy

m
en

t
fo

r 
w

om
en

 a
nd

 m
en

.

6 
N

A

7.
Id

en
tif

y 
fa

ct
or

s 
th

at
 h

av
e

in
flu

en
ce

d 
th

e 
ch

an
gi

ng
ca

re
er

 p
at

te
rn

s 
of

 w
om

en
an

d 
m

en
.

8.
Id

en
tif

y 
fa

ct
or

s 
th

at
 h

av
e

in
flu

en
ce

d 
th

e 
ch

an
gi

ng
ca

re
er

 p
at

te
rn

s 
of

 w
om

en
an

d 
m

en
.

U
nd

er
st

an
d 

an
d 

us
e

1.
C

on
tr

as
t o

cc
up

at
io

na
l

1-
5 

C
ar

ee
r

1-
5 

N
A

1-
4.

 N
A

ca
re

er
 in

fo
rm

at
io

n 
to

so
lv

e 
ca

re
er

 p
ro

bl
em

s
an

d 
m

ak
e 

ca
re

er

gr
ou

ps
 in

 te
rm

s 
of

 d
ut

ie
s,

ta
sk

s,
 w

or
ki

ng
 c

on
di

tio
ns

,
ed

uc
at

io
na

l a
nd

 s
ki

ll

as
se

ss
m

en
t

an
d 

se
lf-

aw
ar

en
es

s
de

ci
si

on
s

re
qu

ire
m

en
ts

, a
nd

 d
es

ire
d

pe
rs

on
al

ity
 tr

ai
ts

.
to

ol
s,

in
fo

rm
at

io
na

l
in

te
rv

ie
w

2.
D

em
on

st
ra

te
 s

ki
lls

 in
 u

si
ng

sc
ho

ol
; p

ar
en

ts
, f

rie
nd

s,
 a

nd
re

la
tiv

es
 a

nd
 c

om
m

un
ity

re
so

ur
ce

s 
to

 le
ar

n 
ab

ou
t

oc
cu

pa
tio

na
l g

ro
up

s

3.
D

em
on

st
ra

te
 u

se
 o

f a
ra

ng
e

of
 c

ar
ee

r 
re

so
ur

ce
s 

(e
.g

.,

15
4

15
3



ha
nd

bo
ok

s,
 p

rin
t m

at
er

ia
ls

,
la

bo
r 

m
ar

ke
t i

nf
or

m
at

io
n,

co
m

pu
te

r-
as

si
st

ed
 c

ar
ee

r
gu

id
an

ce
 s

ys
te

m
s)

.

4.
C

or
re

ct
ly

 id
en

tif
y 

va
rio

us
oc

cu
pa

tio
na

l c
la

ss
ifi

ca
tio

n
sy

st
em

s 
(e

.g
., 

D
ic

tio
na

ry
 o

f
O

cc
up

at
io

na
l T

itl
es

, G
ui

de
to

 O
cc

up
at

io
na

l E
xp

lo
ra

tio
n,

H
ol

la
nd

),
 a

nd
 e

xp
la

in
 h

ow
th

ey
 c

an
 b

e 
us

ed
 to

 e
xp

lo
re

ca
re

er
s.

5.
Id

en
tif

y 
in

di
vi

du
al

s 
as

in
fo

rm
at

io
n 

re
so

ur
ce

s,
 r

ol
e

m
od

el
s,

 o
r 

m
en

to
rs

,

5.
F

ie
ld

ex
pe

rie
nc

es
,

jo
b 

sh
ad

ow
in

g,
si

te
 v

is
its

D
ev

el
op

 c
ar

ee
r 

pr
ob

le
m

-
so

lv
in

g 
an

d 
de

ci
si

on
-m

ak
in

g
sk

ill
s A

cq
ui

re
 c

ar
ee

r 
pr

ob
le

m
-

1.
D

es
cr

ib
e 

th
e 

st
ep

s 
th

ro
ug

h
1-

4 
E

du
ca

tio
na

l
1-

7 
P

la
ce

m
en

t
1-

4.
 In

fo
rm

at
io

na
l

so
lv

in
g,

 d
ec

is
io

n-
m

ak
in

g,
an

d 
pl

an
ni

ng
 s

ki
lls

w
hi

ch
 c

ar
ee

r 
ch

oi
ce

s 
ar

e
m

ad
e.

an
d 

ca
re

er
pl

an
ni

ng
,

ac
ad

em
ic

se
rv

ic
es

in
te

rv
ie

w
s,

 fi
el

d
ex

pe
rie

nc
es

,
gr

ad
ua

te
 s

ch
oo

l
2.

D
es

cr
ib

e 
th

e 
st

ep
s 

in
ch

oo
si

ng
 s

ch
oo

l c
ou

rs
es

 th
at

m
ee

t t
en

ta
tiv

e 
ca

re
er

 g
oa

ls
.

ad
vi

si
ng

,
ed

uc
at

io
n

pl
an

 (
S

ee

vi
si

ts
.

A
pp

en
di

ce
s

3.
Id

en
tif

y 
w

ay
s 

in
 w

hi
ch

de
ci

si
on

s 
ab

ou
t e

du
ca

tio
n

an
d 

w
or

k 
re

la
te

 to
 o

th
er

m
aj

or
 li

fe
 d

ec
is

io
ns

.

2.
16

 &
 2

.2
0)

4.
D

ev
el

op
 a

nd
 m

ai
nt

ai
n 

an
in

di
vi

du
al

 c
ar

ee
r 

pl
an

 w
ith

ca
re

er
 g

oa
ls

, c
ou

rs
e 

op
tio

ns
,

an
d 

co
m

pl
em

en
ta

ry
 w

or
k

ex
pe

rie
nc

es
.

15
5

15
6



D
ev

el
op

 th
e 

ca
pa

ci
ty

 fo
r

se
lf-

aw
ar

en
es

s 
an

d 
se

lf-
re

gu
la

tio
n 

in
 th

e 
ca

re
er

pr
ob

le
m

-s
ol

vi
ng

 a
nd

de
ci

si
on

-m
ak

in
g 

pr
oc

es
s

5. 6. 1. 2. 3. 4. 5.

_

Id
en

tif
y 

ap
pr

op
ria

te
 c

ho
ic

es
du

rin
g 

hi
gh

 s
ch

oo
l t

ha
t w

ill
le

ad
 to

 m
ar

ke
ta

bl
e 

sk
ill

s 
fo

r
en

tr
y-

le
ve

l e
m

pl
oy

m
en

t o
r

ad
va

nc
ed

 tr
ai

ni
ng

.

Id
en

tif
y 

st
ep

s 
to

 a
pp

ly
 fo

r
an

d 
se

cu
re

 fi
na

nc
ia

l
as

si
st

an
ce

 fo
r 

po
st

-
se

co
nd

ar
y 

ed
uc

at
io

n 
or

tr
ai

ni
ng

.

R
ec

og
ni

ze
 th

e 
ex

is
te

nc
e 

of
ca

re
er

 in
de

ci
si

on
 a

nd
 th

e
ne

ed
 to

 e
ng

ag
e 

in
 c

ar
ee

r
pr

ob
le

m
 s

ol
vi

ng
 a

nd
de

ci
si

on
 m

ak
in

g.

D
es

cr
ib

e 
va

rio
us

 s
tr

at
eg

ie
s

fo
r 

so
lv

in
g 

ca
re

er
 p

ro
bl

em
s

an
d 

m
ak

in
g 

ca
re

er
de

ci
si

on
s.

D
es

cr
ib

e 
th

e 
st

ag
es

 o
f t

he
ca

re
er

 p
ro

bl
em

-s
ol

vi
ng

 a
nd

de
ci

si
on

-m
ak

in
g 

pr
oc

es
s.

Id
en

tif
y 

th
e 

ty
pe

s 
an

d
qu

an
tit

y 
of

 in
fo

rm
at

io
n

re
qu

ire
d 

to
 s

ol
ve

 a
 c

ar
ee

r
pr

ob
le

m
.

M
ak

e 
te

nt
at

iv
e 

ed
uc

at
io

na
l

an
d 

oc
cu

pa
tio

na
l c

ho
ic

es
.

5 6 1-
7

N
A

F
in

an
ci

al
 a

id
,

gr
ad

ua
te

sc
ho

ol
, a

nd
jo

b 
pl

ac
em

en
t

w
or

ks
ho

ps
(S

ee
A

pp
en

di
ce

s
2.

6 
&

 2
.2

0)

C
ar

ee
r,

pe
rs

on
al

, a
nd

ac
ad

em
ic

co
un

se
lin

g
(S

ee
A

pp
en

di
x 

2.
6)

1-
5

N
A

5-
6 

R
ef

er
 to

 h
ig

h
sc

ho
ol

 m
at

rix

1-
7 

N
A

.

15
7

15
8



6. 7.

D
es

cr
ib

e 
th

e 
ef

fe
ct

 o
f h

is
/

he
r 

em
ot

io
na

l a
nd

 p
hy

si
ca

l
he

al
th

 o
n 

m
ak

in
g 

ca
re

er
de

ci
si

on
s.

D
es

cr
ib

e 
th

e 
ef

fe
ct

 o
f w

or
k-

re
la

te
d 

an
d 

ca
re

er
 d

ec
is

io
ns

on
 s

el
f a

nd
 o

th
er

s.

6.
W

el
ln

es
s

ac
tiv

iti
es

 (
S

ee
A

pp
en

di
x 

2.
13

)

D
ev

el
op

 e
m

pl
oy

ab
ili

ty
 s

ki
lls

D
ev

el
op

 s
ki

lls
 to

 e
na

bl
e

on
e 

to
 s

ee
k,

 o
bt

ai
n,

m
ai

nt
ai

n 
an

d 
ch

an
ge

1.
Lo

ca
te

, i
nt

er
pr

et
, a

nd
 u

se
in

fo
rm

at
io

n 
ab

ou
t j

ob
op

en
in

gs
.

1-
7 

C
ar

ee
r,

pe
rs

on
al

, a
nd

ac
ad

em
ic

1-
7 

C
ar

ee
r 

fa
ir,

em
pl

oy
er

re
cr

ui
tm

en
t o

n
jo

bs
2.

D
em

on
st

ra
te

 s
ki

lls
,

kn
ow

le
dg

e,
 a

tti
tu

de
s 

an
d

be
ha

vi
or

s 
ne

ce
ss

ar
y 

fo
r 

a
su

cc
es

sf
ul

 jo
b 

in
te

rv
ie

w
.

co
un

se
lin

g
ce

nt
er

ac
tiv

iti
es

, j
ob

sk
ill

s

ca
m

pu
s,

 jo
b

in
te

rv
ie

w
s

3.
P

re
pa

re
 a

 r
es

um
e 

an
d

co
m

pl
et

e 
jo

b 
ap

pl
ic

at
io

n.
w

or
ks

ho
ps

,
In

te
rn

et
/c

om
p

4. 5.

Id
en

tif
y 

so
ur

ce
s 

of
em

pl
oy

m
en

t o
pp

or
tu

ni
tie

s 
in

th
e 

co
m

m
un

ity
.

A
ss

es
s 

oc
cu

pa
tio

na
l

op
po

rt
un

iti
es

 (
e.

g.
, w

or
ki

ng
co

nd
iti

on
s,

 b
en

ef
its

, a
nd

op
po

rt
un

iti
es

 fo
r 

ch
an

ge
).

ut
er

 tr
ai

ni
ng

,
co

nt
in

ui
ng

ed
uc

at
io

n,
of

fic
e 

of
 a

du
lt

an
d 

co
m

m
ut

er
st

ud
en

t s
er

vi
ce

ac
tiv

iti
es

 (
S

ee
6.

D
es

cr
ib

e 
pl

ac
em

en
t s

er
vi

ce
s

av
ai

la
bl

e 
to

 h
el

p 
m

ak
e

sc
ho

ol
-t

o-
sc

ho
ol

, s
ch

oo
l-t

o-
w

or
k,

 a
nd

 w
or

k-
to

-w
or

k
tr

an
si

tio
ns

.

A
pp

en
di

ce
s

2.
6,

 2
.1

4,
 &

2.
17

)
6.

A
ls

o 
tr

an
sf

er
w

or
ks

ho
ps

 (
S

ee
7.

Id
en

tif
y 

ci
rc

um
st

an
ce

s
w

he
re

 jo
b 

ch
an

ge
s 

m
ay

re
qu

ire
 r

et
ra

in
in

g 
an

d
up

gr
ad

in
g 

of
 e

m
pl

oy
ee

's
sk

ill
s 

as
 w

el
l a

s 
re

lo
ca

tio
n.

A
pp

en
di

ce
s

2.
7 

&
 2

.1
)

D
ev

el
op

 e
ffe

ct
iv

e 
hu

m
an

1.
D

em
on

st
ra

te
 w

ay
s 

of
1.

P
er

so
na

l
1-

5 
S

er
vi

ce
re

la
tio

ns
 s

ki
lls

 to
 e

na
bl

e
re

sp
on

di
ng

 to
 o

th
er

s 
w

he
n

co
un

se
lin

g 
&

le
ar

ni
ng

 a
nd

po
si

tiv
e 

an
d 

pr
od

uc
tiv

e
un

de
r 

st
re

ss
 in

 th
e

st
re

ss
fie

ld

15
 9

16
0



w
or

k 
re

la
tio

ns
hi

ps
2.

w
or

kp
la

ce
.

D
em

on
st

ra
te

 th
e 

ab
ili

ty
 to

m
an

ag
em

en
t

ac
tiv

iti
es

ex
pe

rie
nc

e
ac

tiv
iti

es
us

e 
pe

er
 a

nd
 s

up
er

vi
so

r
2.

P
ee

r 
m

en
to

rin
g

fe
ed

ba
ck

 to
 im

pr
ov

e
3.

C
ar

ee
r 

te
st

in
g

pe
rf

or
m

an
ce

 in
 th

e
w

or
kp

la
ce

.
4.

S
el

f-
aw

ar
en

es
s

ac
tiv

iti
es

3.
D

es
cr

ib
e 

w
ay

s 
to

 m
ee

t
pe

rs
on

al
 n

ee
ds

 th
ro

ug
h

po
si

tiv
e 

w
or

k 
re

la
tio

ns
hi

ps
.

5.
F

ie
ld

pl
ac

em
en

t
or

ie
nt

at
io

n
4.

D
em

on
st

ra
te

 in
te

rp
er

so
na

l
sk

ill
s 

re
qu

ire
d 

fo
r 

m
ai

nt
ai

ni
ng

pr
od

uc
tiv

e 
w

or
k 

gr
ou

ps
.

5.
D

es
cr

ib
e 

ap
pr

op
ria

te
em

pl
oy

er
 a

nd
 e

m
pl

oy
ee

in
te

ra
ct

io
ns

 in
 v

ar
io

us
si

tu
at

io
ns

.

1G
2

16
1



P
er

so
na

l/S
oc

ia
l

D
ev

el
op

m
en

t
1.

Id
en

tif
y 

an
d 

un
de

rs
ta

nd
 s

ch
oo

l
1-

7 
T

ra
ns

fe
r 

st
ud

en
t

1-
7 

N
/A

1-
7 

F
ie

ld
D

ev
el

op
 p

er
so

na
l

an
d 

cl
as

sr
oo

m
 r

ul
es

.
or

ie
nt

at
io

n
ex

pe
rie

nc
e

re
sp

on
si

bi
lit

y 
fo

r 
hi

s 
or

 h
er

2.
U

nd
er

st
an

d 
th

e 
re

w
ar

ds
 a

nd
w

hi
ch

 c
ov

er
s

m
an

ua
ls

ow
n 

be
ha

vi
or

co
ns

eq
ue

nc
es

 a
ss

oc
ia

te
d 

w
ith

st
ud

en
t

ou
tli

ni
ng

 e
th

ic
al

fo
llo

w
in

g 
or

 v
io

la
tin

g 
sc

ho
ol

 o
r

co
nd

uc
t a

nd
re

sp
on

si
bi

lit
ie

s 
in

cl
as

sr
oo

m
 r

ul
es

.
3.

D
is

cr
im

in
at

e 
be

tw
ee

n
ac

ce
pt

ab
le

 a
nd

un
ac

ce
pt

ab
le

 b
eh

av
io

r.

un
iv

er
si

ty
po

lic
ie

s 
an

d
pr

oc
ed

ur
es

(S
ee

th
e 

w
or

kp
la

ce

4.
Id

en
tif

y 
an

d 
un

de
rs

ta
nd

 h
is

 o
r

he
r 

ow
n 

at
tit

ud
es

 a
nd

 fe
el

in
gs

ab
ou

t s
ch

oo
l a

nd
 c

la
ss

ro
om

ru
le

s.

A
pp

en
di

ce
s

2.
7 

&
 2

.1
)

5.
U

nd
er

st
an

d 
an

d 
ex

pl
ai

n 
th

e
re

ci
pr

oc
al

 c
on

ne
ct

io
n

be
tw

ee
n 

hi
s 

or
 h

er
 b

eh
av

io
r

an
d 

th
at

 o
f p

ee
rs

 a
nd

 a
ut

ho
rit

y
fig

ur
es

.
6.

U
nd

er
st

an
d 

so
ci

al
ci

rc
um

st
an

ce
s 

th
at

 c
on

tr
ib

ut
e

to
 b

eh
av

io
r 

th
at

 v
io

la
te

s
ac

ce
pt

ab
le

 s
oc

ia
l n

or
m

s.
7.

U
nd

er
st

an
d 

an
d 

de
sc

rib
e

as
pe

ct
s 

of
 h

is
 o

r 
he

r 
pe

rs
on

al
st

yl
e 

th
at

 a
ffe

ct
 a

dh
er

en
ce

 to
or

 v
io

la
tio

n 
of

 a
cc

ep
ta

nc
e

so
ci

al
 n

or
m

s.

D
ev

el
op

 a
 p

os
iti

ve
1.

Id
en

tif
y 

th
e 

va
rio

us
 d

im
en

si
on

s
1-

10
 S

el
f-

es
te

em
1-

10
 N

/A
1,

 4
, 6

 F
ie

ld
es

tim
at

io
n 

of
 h

is
 o

r 
he

r
qu

al
iti

es
 o

r 
tr

ai
ts

of
 s

el
f-

co
nc

ep
t.

2.
Id

en
tif

y 
ph

ys
ic

al
, p

er
so

na
l a

nd
w

or
ks

ho
ps

,
pe

rs
on

al
ex

pe
rie

nc
e

ev
al

ua
tio

ns
 a

nd
so

ci
al

 q
ua

lit
ie

s 
of

 s
el

f.
3.

D
es

cr
ib

e 
ch

ar
ac

te
ris

tic
s 

of
 s

el
f

th
at

 m
ak

e 
on

e 
sp

ec
ia

l a
nd

un
iq

ue
.

co
un

se
lin

g,
va

lu
es

cl
ar

ifi
ca

tio
n

ex
er

ci
se

s

fe
ed

ba
ck

2,
3,

5,
7,

8,
9.

10
 N

/A

4.
E

xp
la

in
 h

ow
 p

er
so

na
l t

ra
its

 s
uc

h
as

 s
el

f-
re

lia
nc

e,
 r

es
po

ns
ib

ili
ty

,
re

si
lie

nc
e,

 p
un

ct
ua

lit
y 

an
d

41
 6

 3
16

4



ci
tiz

en
sh

ip
 a

re
 r

el
at

ed
 to

su
cc

es
s 

in
 li

fe
.

5.
A

cc
ep

t a
nd

 v
al

ue
 o

ne
's

 o
w

n
di

ffe
re

nc
es

 fr
om

 o
th

er
s 

as
po

si
tiv

e.
6.

E
xp

re
ss

 p
os

iti
ve

 fe
el

in
gs

 a
bo

ut
on

es
el

f.
7.

Id
en

tif
y 

di
sc

re
pa

nc
ie

s 
be

tw
ee

n
re

al
 s

el
f (

ho
w

 I 
am

) 
an

d 
id

ea
l

se
lf 

(h
ow

 I 
w

ou
ld

 li
ke

 to
 b

e)
.

8.
D

es
cr

ib
e 

th
e 

re
la

tio
ns

hi
p

be
tw

ee
n 

po
si

tiv
e 

be
ha

vi
or

s
su

ch
 a

s 
pe

rf
or

m
an

ce
 in

ph
ys

ic
al

, p
er

so
na

l, 
an

d 
so

ci
al

ta
sk

s 
an

d 
po

si
tiv

e 
se

lf-
es

te
em

.
9.

Id
en

tif
y 

st
re

ng
th

s 
an

d
w

ea
kn

es
se

s 
in

 th
e 

ph
ys

ic
al

,
pe

rs
on

al
, a

nd
 s

oc
ia

l a
re

as
 o

f
lif

e.
10

. I
de

nt
ify

 a
nd

 im
pl

em
en

t a
st

ra
te

gy
 d

es
ig

ne
d 

to
 c

or
re

ct
pe

rs
on

al
 w

ea
kn

es
se

s 
an

d
en

ha
nc

e 
st

re
ng

th
s 

in
 th

e
ph

ys
ic

al
, p

er
so

na
l, 

an
d 

so
ci

al
ar

ea
s 

of
 li

fe
.

M
as

te
r 

ef
fe

ct
iv

e
1.

D
em

on
st

ra
te

 e
ffe

ct
iv

e 
ve

rb
al

1-
10

 U
pp

er
 d

iv
is

io
n

1-
10

 P
ra

ct
ic

e
1-

10
 C

lin
ic

al
 o

r
co

m
m

un
ic

at
io

n 
sk

ill
s

an
d 

no
nv

er
ba

l a
tte

nd
in

g 
sk

ill
s

co
ur

se
 in

ac
tiv

iti
es

 in
 la

b
fie

ld
su

ch
 a

s 
ey

e 
co

nt
ac

t, 
po

st
ur

e,
ve

rb
al

 fo
llo

w
in

g.
2.

R
ef

le
ct

 a
nd

 p
ar

ap
hr

as
e 

th
e

sp
ee

ch
co

m
m

un
ic

at
io

n,
 in

st
ru

ct
io

n 
in

si
tu

at
io

n 
i.e

.
m

ak
in

g
vi

de
ot

ap
es

 o
f

ex
pe

rie
nc

e
pr

ac
tic

a,
w

or
kp

la
ce

co
nt

en
t o

f a
no

th
er

's
ba

si
c 

lis
te

ni
ng

lis
te

ni
ng

 s
ki

lls
le

ar
ni

ng
, j

ob
 o

r
co

m
m

un
ic

at
io

n.
an

d
an

d 
en

ga
gi

ng
gr

ad
ua

te
3.

D
is

cr
im

in
at

e 
be

tw
ee

n 
op

en
re

sp
on

di
ng

in
 c

la
ss

 c
rit

iq
ue

sc
ho

ol
an

d 
cl

os
ed

 q
ue

st
io

ns
.

sk
ill

s,
 in

te
rv

ie
w

of
 ta

pe
s,

 jo
b

in
te

rv
ie

w
s

4.
D

em
on

st
ra

te
 a

pp
ro

pr
ia

te
 u

se
tr

ai
ni

ng
 (

S
ee

pl
ac

em
en

t
of

 o
pe

n 
an

d 
cl

os
ed

 q
ue

st
io

ns
in

 a
n 

in
te

rp
er

so
na

l i
nt

er
ac

tio
n.

A
pp

en
di

ce
s

2.
16

 &
 2

.1
0)

se
rv

ic
e

5.
La

be
l a

nd
 r

ef
le

ct
 a

cc
ur

at
el

y
th

e 
fe

el
in

gs
 o

f a
no

th
er

.

16
6

16
5



6.
D

em
on

st
ra

te
 a

n 
at

tit
ud

e 
of

re
sp

ec
t a

nd
 n

on
ju

dg
em

en
t

to
w

ar
d 

th
e 

fe
el

in
gs

 a
nd

 b
el

ie
fs

of
 o

th
er

s.
7.

D
em

on
st

ra
te

 a
pp

ro
pr

ia
te

 s
el

f-
di

sc
lo

su
re

 in
 a

n 
in

te
rp

er
so

na
l

in
te

ra
ct

io
n.

8.
C

on
fr

on
t a

nd
 c

ha
lle

ng
e 

an
in

te
rp

er
so

na
l i

nt
er

ac
tio

n.
9.

S
um

m
ar

iz
e 

th
e 

co
nt

en
t a

nd
fe

el
in

gs
 o

f a
no

th
er

 in
 a

n
in

te
rp

er
so

na
l i

nt
er

ac
tio

n.
10

. G
iv

e 
an

d 
fo

llo
w

 d
ire

ct
io

ns
.

M
as

te
r 

so
ci

al
 a

nd
1.

T
ak

e 
tu

rn
s,

 s
ha

re
, a

nd
1-

10
 C

oo
pe

ra
tiv

e
1-

10
 N

/A
1-

10
 F

ie
ld

in
te

rp
er

so
na

l s
ki

lls
,

co
op

er
at

e 
in

 th
e 

se
rv

ic
e 

of
ac

co
m

pl
is

hi
ng

 g
ro

up
 g

oa
ls

.
2.

E
xp

re
ss

 e
m

pa
th

y 
an

d
co

m
pa

ss
io

n 
fo

r 
th

e 
fe

el
in

gs
 o

f

le
ar

ni
ng

ac
tiv

iti
es

,
as

se
rt

iv
en

es
s,

in
te

rp
er

so
na

l

ex
pe

rie
nc

es
,

w
or

kp
la

ce
se

m
in

ar
s 

on
gr

ou
p 

w
or

k
ot

he
rs

.
sk

ill
s,

 a
nd

an
d

3.
E

xp
la

in
 th

e 
di

ffe
re

nc
e 

be
tw

ee
n

co
nf

lic
t

in
te

rp
er

so
na

l
as

se
rt

iv
e 

an
d 

ag
gr

es
si

ve
re

so
lu

tio
n

sk
ill

s,
 a

pp
ly

in
g

in
te

rp
er

so
na

l b
eh

av
io

r,
4.

R
es

po
nd

 a
ss

er
tiv

el
y,

 b
ut

no
na

gg
re

ss
iv

el
y,

 to
 n

eg
at

iv
e

an
d/

or
 p

ro
vo

ca
tiv

e 
re

sp
on

se
s

fr
om

 o
th

er
s.

ou
tr

ea
ch

w
or

ks
ho

ps
,

et
hi

ca
l

pr
in

ci
pl

es
 to

pr
ac

tic
e/

w
or

k
re

la
te

d
ac

tiv
iti

es
5.

D
em

on
st

ra
te

 e
ffe

ct
iv

e 
st

re
ss

m
an

ag
em

en
t s

tr
at

eg
ie

s 
w

he
n

co
nf

ro
nt

ed
 w

ith
 s

itu
at

io
ns

 th
at

pr
od

uc
e 

te
ns

io
n,

 fr
us

tr
at

io
n,

an
d 

an
ge

r.
.

6.
E

xp
la

in
 th

e 
m

ea
ni

ng
 o

f f
ai

r
pl

ay
 in

 s
oc

ia
l r

el
at

io
ns

hi
ps

.
7.

M
ai

nt
ai

n 
hi

s 
or

 h
er

 a
ut

on
om

y
an

d 
pe

rs
on

al
 in

te
gr

ity
 w

hi
le

pa
rt

ic
ip

at
in

g 
in

 g
ro

up
 a

ct
iv

iti
es

an
d 

ga
m

es
.

8.
E

xp
la

in
 th

e 
et

hi
ca

l p
rin

ci
pl

es
th

at
 u

nd
er

lie
 a

nd
 g

ui
de

_ 16
8



pe
rs

on
al

 a
nd

 s
oc

ia
l b

eh
av

io
r.

.
F

un
ct

io
n 

ef
fe

ct
iv

el
y 

as
 a

 s
oc

ia
l-

gr
ou

p 
m

em
be

r.
10

. F
un

ct
io

n 
ef

fe
ct

iv
el

y 
as

 a
 w

or
k-

gr
ou

p 
m

em
be

r.

D
ev

el
op

 c
on

st
ru

ct
iv

e
1.

R
ec

og
ni

ze
 th

e 
ex

is
te

nc
e 

of
1-

9 
P

er
so

na
l

1-
9 

N
/A

1-
9 

F
ie

ld
st

ra
te

gi
es

 a
nd

 s
ki

lls
 fo

r
m

an
ag

in
g 

pe
rs

on
al

 a
nd

pr
ob

le
m

s 
in

 e
ve

ry
da

y 
lif

e,
2.

E
xp

la
in

 th
e 

re
la

tio
ns

hi
p

co
un

se
lin

g,
w

or
ks

ho
ps

 in
ex

pe
rie

nc
es

,
se

rv
ic

e 
le

ar
ni

ng
so

ci
al

 c
on

fli
ct

be
tw

ee
n 

pe
rs

on
al

ex
pe

ct
at

io
ns

 a
nd

 in
te

rp
er

so
na

l
co

nf
lic

t,
.

Id
en

tif
y 

so
ur

ce
s 

of
 c

on
fli

ct
 in

in
te

rp
er

so
na

l s
itu

at
io

ns
.

pr
ob

le
m

 s
ol

vi
ng

,
co

nf
lic

t r
es

ol
ut

io
n,

an
d 

in
te

rp
er

so
na

l
sk

ill
s

ac
tiv

iti
es

4.
D

es
cr

ib
e 

th
e 

co
nn

ec
tio

n
be

tw
ee

n 
fr

us
tr

at
io

n 
an

d
ag

gr
es

si
on

 in
 in

te
rp

er
so

na
l

co
nf

lic
t.

.
D

em
on

st
ra

te
 im

pu
ls

e 
co

nt
ro

l
du

rin
g 

in
te

rp
er

so
na

l c
on

fli
ct

.
.

D
is

cr
im

in
at

e 
be

tw
ee

n
pr

ob
le

m
s 

th
at

 b
el

on
g 

to
on

es
el

f a
nd

 p
ro

bl
em

s 
th

at
be

lo
ng

 to
 o

th
er

s.
.

D
em

on
st

ra
te

 th
e 

ab
ili

ty
 to

ap
pl

y 
a 

pr
ob

le
m

-s
ol

vi
ng

st
ra

te
gy

 in
 r

es
ol

vi
ng

in
te

rp
er

so
na

l p
ro

bl
em

s.
.

Id
en

tif
y 

op
po

rt
un

iti
es

 fo
r

ne
go

tia
tio

n 
an

d 
co

m
pr

om
is

e
in

 p
er

so
na

l c
on

fli
ct

s.
.

A
pp

ly
 a

 m
ed

ia
tio

n 
st

ra
te

gy
 to

he
lp

 r
es

ol
ve

 c
on

fli
ct

s 
be

tw
ee

n
ot

he
rs

.
-

.

D
ev

el
op

 a
 r

es
pe

ct
 fo

r
1.

Id
en

tif
y 

th
e 

cu
st

om
s 

an
d

1-
12

 C
ou

rs
e 

in
1-

12
 P

ro
gr

am
m

in
g

1-
12

 In
vo

lv
em

en
t i

n
cu

ltu
ra

l a
nd

 h
um

an
ex

pe
ct

at
io

ns
 o

f h
is

 o
r 

he
r

cu
ltu

ra
l d

iv
er

si
ty

an
d 

se
rv

ic
es

co
m

m
un

ity
di

ve
rs

ity
 a

nd
 a

n
cu

ltu
re

 a
nd

 th
e 

cu
ltu

re
s 

of
an

d 
sp

ec
ia

l
pr

ov
id

ed
 b

y
ac

tiv
iti

es
 th

ro
ug

h
a 

..r
ec

la
tio

n 
fo

r 
di

ffe
re

nt
ot

he
rs

.
po

pu
la

tio
ns

,
sp

ec
ifi

c
ac

tio
n 

pl
an

s,

16
9

17
0



cu
st

om
s 

an
d

2.
Id

en
tif

y 
di

ffe
re

nc
es

 b
et

w
ee

n
ex

er
ci

se
s 

in
 s

el
f-

ca
m

pu
s 

ba
se

d
vo

lu
nt

ee
r 

ac
tiv

iti
es

,
ex

pe
ct

at
io

ns
,

se
lf 

an
d 

ot
he

rs
 b

as
ed

 o
n

ge
nd

er
, d

is
ab

ili
ty

, r
el

ig
io

n,
 a

nd
aw

ar
en

es
s,

kn
ow

le
dg

e,
 a

nd
of

fic
es

/o
rg

an
iz

at
io

ns
 (

i.e
.

ca
se

 s
tu

di
es

,
in

te
rv

ie
w

s,
 g

ue
st

cu
ltu

re
.

sk
ill

s,
 g

ue
st

w
om

en
's

sp
ea

ke
rs

, t
ou

rs
 o

f
3.

E
xp

re
ss

 p
rid

e 
in

 h
is

 o
r 

he
r 

fa
m

ily
an

d 
cu

ltu
ra

l t
ra

di
tio

ns
.

4.
D

em
on

st
ra

te
 r

es
pe

ct
 fo

r 
th

e
cu

st
om

s,
 e

xp
ec

ta
tio

ns
, a

nd
tr

ad
iti

on
s 

of
 in

di
vi

du
al

s 
w

ith
di

ffe
re

nt
 b

ac
kg

ro
un

ds
.

5.
E

xp
la

in
 h

ow
 u

nd
er

st
an

di
ng

an
d 

ap
pr

ec
ia

tin
g 

di
ffe

re
nc

es
in

 h
er

ita
ge

 c
an

 h
el

p 
in

 th
e

de
ve

lo
pm

en
t o

f p
os

iti
ve

 s
el

f-
co

nc
ep

ts
 a

nd
 s

oc
ia

l
re

la
tio

ns
hi

ps
.

6.
R

el
at

e 
ef

fe
ct

iv
el

y 
to

 o
th

er
s

ba
se

d 
on

 d
iff

er
en

ce
s 

in
 e

th
ni

c,
cu

ltu
ra

l, 
re

lig
io

us
, a

nd
 o

th
er

gr
ou

p 
m

em
be

rs
hi

ps
.

sp
ea

ke
rs

,
em

pa
th

y 
tr

ai
ni

ng
,

vi
de

os
 a

nd
do

cu
m

en
ta

rie
s,

w
or

ks
ho

ps
 o

n
di

ve
rs

e 
gr

ou
ps

 a
nd

hi
st

or
ic

al
 e

ve
nt

s,
cu

ltu
ra

l s
el

f-
an

al
ys

is
, c

am
pu

s
ce

le
br

at
io

ns
 o

f
di

ve
rs

e 
gr

ou
ps

 (
i.e

.
B

la
ck

 h
is

to
ry

m
on

th
) 

(S
ee

A
pp

en
di

x 
2.

21
)

st
ud

ie
s,

in
te

rn
at

io
na

l
af

fa
irs

,
di

sa
bi

lit
y

se
rv

ic
es

).

cu
ltu

ra
l a

nd
co

m
m

un
ity

 c
en

te
rs

7.
D

is
cu

ss
 h

ow
 in

di
vi

du
al

 a
nd

cu
ltu

ra
l d

iff
er

en
ce

s 
am

on
g

pe
op

le
 c

an
 c

on
tr

ib
ut

e 
to

 th
e

en
ric

hm
en

t o
f t

he
 w

ho
le

gr
ou

p.
8.

D
em

on
st

ra
te

 a
n 

aw
ar

en
es

s 
of

hi
s 

or
 h

er
 o

w
n 

bi
as

es
,

pr
ej

ud
ic

es
, a

nd
 s

te
re

ot
yp

es
re

ga
rd

in
g 

ge
nd

er
, e

th
ni

c,
cu

ltu
ra

l, 
an

d 
re

lig
io

us
di

ffe
re

nc
es

 a
s 

w
el

l a
s 

in
di

vi
du

al
di

ffe
re

nc
es

.

.

9.
E

va
lu

at
e 

th
e 

ef
fe

ct
s 

of
 h

is
 o

r
he

r 
ow

n 
bi

as
es

, p
re

ju
di

ce
s,

an
d 

st
er

eo
ty

pe
s 

on
 s

el
f a

nd
 o

n
re

la
tio

ns
hi

ps
 w

ith
 o

th
er

s.
10

. D
es

cr
ib

e 
co

nf
lic

ts
 r

es
ul

tin
g 

fr
om

ge
nd

er
 a

nd
 c

ul
tu

re
-r

el
at

ed
be

lie
fs

 a
nd

 b
ia

se
s.

11
. A

na
ly

ze
 a

nd
 e

va
lu

at
e 

hi
s 

or

17
2

41
0



A
cq

ui
re

 e
ffe

ct
iv

e
pr

ob
le

m
-s

ol
vi

ng
 a

nd

he
r 

ow
n 

co
m

fo
rt

 in
 a

ss
oc

ia
tin

g
w

ith
 in

di
vi

du
al

s 
fr

om
 d

iff
er

en
t

cu
ltu

re
s 

an
d 

et
hn

ic
ba

ck
gr

ou
nd

s.
12

. E
va

lu
at

e 
ho

w
 p

re
ju

di
ci

al
ac

tio
ns

 th
at

 o
ne

 h
as

 o
bs

er
ve

d
ar

e 
hu

rt
fu

l t
o 

ot
he

rs
.

1.
Id

en
tif

y 
pe

rs
on

al
 a

nd
1-

8 
W

or
ks

ho
ps

 in
1-

8 
N

/A
1-

8 
F

ie
ld

de
ci

si
on

-m
ak

in
g 

sk
ill

s 
fo

r
in

te
rp

er
so

na
l p

ro
bl

em
s 

in
 h

is
 o

r
de

ci
si

on
ex

pe
rie

nc
es

 a
nd

re
so

lv
in

g 
pe

rs
on

al
 a

nd
so

ci
al

 d
ile

m
m

as
.

he
r 

ow
n 

lif
e,

2.
D

em
on

st
ra

te
 s

en
si

tiv
ity

 to
ve

rb
al

 a
nd

 n
on

ve
rb

al
 c

ue
s 

in
pe

rc
ei

vi
ng

 p
ro

bl
em

s 
in

 a
 s

oc
ia

l
si

tu
at

io
n.

m
ak

in
g 

sk
ill

s,
pe

rs
on

al
,

ca
re

er
, a

nd
ac

ad
em

ic
co

un
se

lin
g

pr
ac

tic
a,

 s
er

vi
ce

le
ar

ni
ng

ac
tiv

iti
es

3.
P

er
ce

iv
e 

an
d 

co
rr

ec
tly

in
te

rp
re

t t
he

 a
ct

io
ns

 a
nd

 n
ee

ds
of

 o
th

er
s 

pe
op

le
.

4.
D

ev
el

op
 a

 s
er

ie
s 

of
 a

lte
rn

at
e

co
ur

se
s 

of
 a

ct
io

n 
in

 r
es

po
ns

e 
to

an
 id

en
tif

ie
d 

pr
ob

le
m

.
5.

Id
en

tif
y 

th
e 

co
ns

eq
ue

nc
es

as
so

ci
at

ed
 w

ith
 a

lte
rn

at
iv

e
co

ur
se

s 
of

 a
ct

io
n 

co
ns

id
er

ed
 in

re
sp

on
se

 to
 a

n 
id

en
tif

ie
d

pr
ob

le
m

.
6.

P
ro

vi
de

 a
 r

at
io

na
le

 fo
r 

a
ch

os
en

 c
ou

rs
e 

of
 a

ct
io

n 
as

m
os

t a
pp

ro
pr

ia
te

 w
he

n
co

m
pa

re
d 

to
 a

lte
rn

at
e 

co
ur

se
s

of
 a

ct
io

n.
7.

S
el

ec
t a

n 
ef

fe
ct

iv
e 

co
ur

se
 o

f
ac

tio
n 

fr
om

 tw
o 

or
 m

or
e

al
te

rn
at

iv
es

 in
 r

es
po

ns
e 

to
 a

n
id

en
tif

ie
d 

pr
ob

le
m

.
.

8.
E

va
lu

at
e 

th
e 

ef
fe

ct
iv

en
es

s 
of

 a
se

le
ct

ed
 c

ou
rs

e 
of

 a
ct

io
n 

in
re

sp
on

se
 to

 a
n 

id
en

tif
ie

d
pr

ob
le

m
.

17
3

17
4



D
ev

el
op

 h
ea

lth
y 

liv
es

an
d 

co
m

m
un

iti
es

1. 2. 3. 4.

K
no

w
 a

nd
 d

is
cu

ss
 c

om
m

on
he

al
th

 p
ro

bl
em

s 
in

 s
oc

ie
ty

.
R

ec
og

ni
ze

 p
os

iti
ve

 e
ffe

ct
s 

of
liv

in
g 

a 
he

al
th

y 
lif

e 
of

 s
el

f a
nd

so
ci

et
y,

K
no

w
 a

nd
 d

em
on

st
ra

te
 h

ow
ex

er
ci

se
, n

ut
rit

io
n,

 p
os

iti
ve

at
tit

ud
es

, a
nd

 p
er

so
na

l l
iv

in
g

ha
bi

ts
 c

an
 a

ffe
ct

 o
ne

's
 li

fe
 a

nd
co

m
m

un
ity

.
R

ec
og

ni
ze

 h
ig

h-
ris

k 
be

ha
vi

or
s

1-
8 

W
el

ln
es

s
ac

tiv
iti

es
,

ab
us

e
pr

ev
en

tio
n

an
d

aw
ar

en
es

s
pr

og
ra

m
m

in
g,

pe
rs

on
al

co
un

se
lin

g
(S

ee
A

pp
en

di
ce

s

1-
8 

R
ef

er
ra

ls
 to

co
m

m
un

ity
ag

en
ci

es
 (

i.e
.

pe
rs

on
al

 c
ou

ns
el

in
g

un
it 

re
fe

rs
 s

tu
de

nt
 to

m
en

ta
l h

ea
lth

ce
nt

er
)

1-
8 

N
/A

an
d 

pr
es

su
re

s 
th

at
 c

on
tr

ib
ut

e
to

 u
nh

ea
lth

y 
so

ci
al

 a
ct

iv
iti

es
.

2.
13

 &
 2

.1
8)

5.
In

di
ca

te
 a

 k
no

w
le

dg
e 

of
 th

e
va

lu
e 

of
 w

el
ln

es
s 

an
d

pr
ev

en
tio

n 
st

ra
te

gi
es

 r
el

at
ed

 to
th

e 
th

re
at

s 
ag

ai
ns

t h
ea

lth
.

6.
C

ite
 a

nd
 d

es
cr

ib
e 

th
e 

lo
ng

-
ra

ng
e 

co
ns

eq
ue

nc
es

 o
f

ab
us

iv
e 

be
ha

vi
or

s.
7.

K
no

w
 a

va
ila

bl
e 

sc
ho

ol
 a

nd
co

m
m

un
ity

 r
es

ou
rc

es
 th

at
pr

om
ot

e 
he

al
th

 a
nd

 h
el

p 
th

os
e

in
 n

ee
d 

of
 a

ss
is

ta
nc

e.
8.

G
iv

e 
ex

am
pl

es
 o

f p
re

ve
nt

io
n

st
ra

te
gi

es
 r

el
at

ed
 to

 th
e

pr
ob

le
m

s 
of

 a
bu

se
 a

nd
po

te
nt

ia
l h

ar
m

.

17
6



C
om

m
un

ity
 In

vo
lv

em
en

t
A

pp
re

ci
at

e 
th

e 
ro

le
 o

f
co

m
m

un
ity

 w
or

ke
rs

 a
nd

he
lp

er
s

1.
G

iv
e 

ex
am

pl
es

 o
f t

he
 r

ol
es

 a
nd

fu
nc

tio
ns

 o
f c

om
m

un
ity

 le
ad

er
s

an
d 

w
or

ke
rs

.
2.

D
em

on
st

ra
te

 a
n 

ap
pr

ec
ia

tio
n

fo
r 

co
m

m
un

ity
 le

ad
er

s,
 s

er
vi

ce

1-
2 

G
ue

st
sp

ea
ke

rs
,

to
ke

ns
 o

f
ap

pr
ec

ia
tio

n
,

gi
ve

n 
to

1-
2 

N
/A

1-
2 

G
ue

st
 s

pe
ak

er
s,

to
ur

s 
of

w
or

kp
la

ce
s,

at
te

nd
co

m
m

un
ity

pr
ov

id
er

s,
 a

nd
 v

ol
un

te
er

co
m

m
un

ity
ev

en
ts

 w
he

re
he

lp
er

s.
gu

es
ts

 (
i.e

.
ce

rt
ifi

ca
te

s,
th

an
k 

yo
u

ca
rd

s)

le
ad

er
s 

ar
e

in
vo

lv
ed

D
ev

el
op

 a
 s

en
se

 o
f

1.
D

ev
el

op
 a

 s
en

se
 o

f c
om

m
un

ity
1-

4 
V

al
ue

s
1-

4 
N

/A
1-

4 
P

ar
tic

ip
at

e 
in

co
m

m
un

ity
 p

rid
e

pr
id

e.
2.

G
iv

e 
ex

am
pl

es
 o

f
cl

ar
ifi

ca
tio

n,
co

m
m

un
ity

co
m

m
un

ity
pr

id
e 

ac
tiv

iti
es

ac
hi

ev
em

en
ts

 b
y 

co
m

m
un

ity
aw

ar
en

es
s

(i.
e.

 H
ab

ita
t f

or
m

em
be

rs
 th

at
 fo

st
er

 c
om

m
un

ity
pr

id
e.

3.
D

es
cr

ib
e 

th
e 

po
si

tiv
e 

st
re

ng
th

s
of

 a
 c

om
m

un
ity

.
4.

T
ra

ce
 th

e 
hi

st
or

y 
an

d
de

ve
lo

pm
en

t o
f h

is
 o

r 
he

r
co

m
m

un
ity

.

ac
tiv

iti
es

H
um

an
ity

, R
ed

C
ro

ss
),

 to
ur

s 
of

co
m

m
un

ity
ag

en
ci

es
/p

ro
je

ct
s,

 a
tte

nd
in

g
sc

ho
ol

 b
oa

rd
m

ee
tin

gs
,

un
de

rs
ta

nd
in

g
lo

ca
l p

ol
iti

cs
,

re
ad

in
g 

th
e

ne
w

sp
ap

er

D
ev

el
op

 a
nd

1.
D

es
cr

ib
e 

th
e 

va
lu

e 
an

d 
be

ne
fit

1-
6 

C
om

m
un

ity
1-

6 
N

/A
1-

6 
S

er
vi

ce
 le

ar
ni

ng
pa

rt
ic

ip
at

e 
in

co
m

m
un

ity
 v

ol
un

te
er

se
rv

ic
e 

pr
oj

ec
ts

of
 v

ol
un

te
er

in
g 

fo
r 

co
m

m
un

ity
se

rv
ic

e,
2.

Id
en

tif
y 

co
m

m
un

ity
 n

ee
ds

 a
nd

aw
ar

en
es

s
ac

tiv
iti

es
,

cl
as

sr
oo

m

ac
tiv

iti
es

,
pa

rt
ic

ip
at

e 
in

co
m

m
un

ity
in

te
re

st
s,

3.
K

no
w

 a
nd

 id
en

tif
y 

w
ay

s 
in

pr
oj

ec
ts

 th
at

he
lp

 th
at

 h
el

p
pr

id
e 

ac
tiv

iti
es

(i.
e.

 H
ab

ita
t f

or
w

hi
ch

 y
ou

ng
 p

eo
pl

e 
ca

n 
he

lp
th

e 
co

m
m

un
ity

H
um

an
ity

, R
ed

m
ak

e 
th

ei
r 

sc
ho

ol
s,

ne
ig

hb
or

ho
od

s,
 a

nd
co

m
m

un
iti

es
 a

 b
et

te
rp

la
ce

 to

(i.
e.

 c
le

an
in

g
hi

gh
w

ay
C

ro
ss

),
 to

ur
s 

of
co

m
m

un
ity

ag
en

ci
es

/p
ro

je

17
8

17
7



liv
e 

an
d 

w
or

k.
4.

V
ie

w
 a

nd
 d

es
cr

ib
e 

se
lf 

as
 a

va
lu

ab
le

 c
on

tr
ib

ut
or

 to
 s

af
e,

fr
ie

nd
ly

, a
nd

 p
ro

du
ct

iv
e

co
m

m
un

iti
es

.
5.

P
ar

tic
ip

at
e 

in
 v

ol
un

ta
ry

co
m

m
un

ity
 s

er
vi

ce
 p

ro
je

ct
s 

th
at

in
vo

lv
e 

an
 a

pp
lic

at
io

n 
of

kn
ow

le
dg

e 
an

d 
sk

ill
s 

le
ar

ne
d 

in
sc

ho
ol

.

ct
s,

 a
tte

nd
in

g
sc

ho
ol

 b
oa

rd
m

ee
tin

gs
,

un
de

rs
ta

nd
in

g
lo

ca
l p

ol
iti

cs
,

re
ad

in
g 

th
e

ne
w

sp
ap

er
,

in
vo

lv
em

en
t i

n
so

ci
al

 c
lu

bs
 (

i.e
.

Ita
lia

n-
6.

D
es

cr
ib

e 
an

d 
di

sc
us

s 
th

e 
va

lu
e

th
e 

sa
tis

fa
ct

io
n 

of
 h

el
pi

ng
ot

he
rs

 th
ro

ug
h 

co
m

m
un

ity
se

rv
ic

e 
pr

oj
ec

ts
.

A
m

er
ic

an
 c

lu
b)

,
aw

ar
en

es
s 

of
be

ne
vo

le
nc

e
or

ga
ni

za
tio

ns
(i.

e.
 S

al
va

tio
n

A
rm

y)

U
nd

er
st

an
d 

an
d

1.
D

em
on

st
ra

te
 p

os
iti

ve
 a

tti
tu

de
s

1-
6 

C
om

m
un

ity
1-

6 
N

/A
1-

6 
S

er
vi

ce
 le

ar
ni

ng
en

ha
nc

e 
th

e
co

m
m

un
ity

,
to

w
ar

d 
co

m
m

un
ity

.
2.

V
is

ua
liz

e 
an

d 
de

sc
rib

e 
se

lf 
as

 a
re

sp
on

si
bl

e 
an

d 
pr

od
uc

tiv
e

aw
ar

en
es

s
ac

tiv
iti

es
,

cl
as

sr
oo

m

ac
tiv

iti
es

,
pe

rt
id

pa
te

 in
co

m
m

ur
ity

 p
id

e
co

m
m

un
ity

 m
em

be
r.

pr
oj

ec
ts

 th
at

ac
tiN

A
tie

s 
(i.

e.
3.

T
ak

e 
a 

pa
rt

 in
 a

ct
iv

iti
es

 th
at

he
lp

 th
at

 h
el

p
H

ab
ita

t f
or

bu
ild

 a
 s

en
se

 o
f p

rid
e 

in
 h

is
 o

r
th

e 
co

m
m

un
ity

H
um

an
ily

, R
ed

he
r 

co
m

m
un

ity
.

(i.
e.

 c
le

an
in

g
C

ro
ss

),
 to

us
 o

f
4.

F
or

m
 a

 p
os

iti
ve

 w
or

ki
ng

 a
nd

le
ar

ni
ng

 r
el

at
io

ns
hi

ps
 w

ith
re

sp
ec

te
d 

an
d 

pr
od

uc
tiv

e
ci

tiz
en

s 
in

 th
e 

co
m

m
un

ity
.

5.
K

no
w

 id
en

tif
y 

co
nc

ep
ts

 a
nd

sk
ill

s 
re

la
te

d 
to

 g
oo

d 
ci

tiz
en

sh
ip

.
6.

K
no

w
 r

es
ou

rc
es

 a
va

ila
bl

e 
in

 th
e

co
m

m
un

ity
 th

at
 s

up
po

rt
pe

rs
on

al
 a

nd
 s

oc
ia

l w
el

l-b
ei

ng
.

hi
gh

w
ay

co
m

m
un

ity
ag

en
de

s/
pr

oj
ec

t,
at

te
nd

in
g 

sc
ho

ol
bo

ar
d 

m
ee

tin
gs

,
un

de
rs

ta
nd

ng
bc

d 
pa

tio
s,

re
ac

in
g 

th
e

ne
w

sp
ap

er
,

in
vo

lv
em

en
t i

n
so

ci
al

 c
lu

bs
 (

i.e
.

tta
ia

n-
A

m
er

ic
an

cl
ub

),
 a

w
cr

en
es

s
of

 b
en

ev
ol

en
ce

ag
an

iz
at

ia
ls

 (
i.e

.
S

at
va

tio
n 

A
rm

y)

17
9

18
0



Postsecondary
Exceptional Student Education Overview

This Exceptional Student Education guide is an addendum to the Southwest Florida
School-to-Careers Consortium Comprehensive Student Development Curriculum. No
one set of modifications is applicable to the special needs of all learners. The ESE
population represents perhaps the most diverse within our schools, so the modifications
suggested represent tangible assistance for many students. Some students have needs
for changes to the learning situation, others for changes in the learning environment,
others for self-management strategies, and still others for physical changes in activities.
While some special education students are integrated into classes with all other
students, some special education students are engaged in classes that only contain
other special education students. However, regardless of learning needs,
accommodations required, or classroom setting, all special education students are to
be served by comprehensive student development. Student development (academic,
career, and personal/social development) is one of many areas in which ESE students
are guaranteed access by law.

Our daily responsibilities to these students are to make the often simple modifications,
accommodations, and adaptations of the exercises contained in the curriculum. When
planning to implement this curriculum, the primary emphasis should be on individual
learning needs. Thus, whenever planning a lesson, an activity, an off-campus visit, or
working with families to develop short and long-range plans to meet students' needs, all
counselors and teachers must account for meeting all students' needs. Classroom
guests (counselors presenting periodic lessons or outside speakers) should talk to
teachers in advance to identify any special considerations. Special educators, who
recognize and meet their students' individual needs on a daily basis, may be a good
source for many supplementary activities and adaptations.

All student learning needs and curriculum adaptations are specified in an annually
prepared Individualized Educational Plan (IEP). The IEP specifies the degree to which
students participate in least restrictive environments, an educational practice called
"inclusion". Inclusion means helping students with learning disabilities and other
handicapping conditions to work and learn in the least restrictive environment they can
manage with reasonable accommodations. This is frequently a regular classroom
setting which affords the opportunity to become as independent as possible while
gaining social skills and exposure to the widest range of goals and possibilities. All
students in the class will benefit through the opportunity to become familiar and
accepting of a more diverse range of individuals.

Ultimately, the goal of all children and their families is academic achievement at the
student's highest capability that leads to eventual Independent adult life. For all
students the relationship between education and the world of work is critical, for ESE
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students that explicit relationship is also critical. The successive career activities
involved in awareness, development, and implementation of careers allows ESE
students and their family's time to explore and plan lives in which the impact of
handicapping conditions can be minimized. Career development activities can help
identify careers that are available and plan ways to overcome any barriers to success.

Parents are partners in their children's successes at school and in life. For the ESE
student, ongoing involvement and partnership with the family is just as essential as for
any other student. Reaching out to families with newsletters, home visits, cable tv and
other new technologies keeps parents and teachers informed of mutual concerns
involving students who may need additional support to prepare for a career.
Educating parents that their students should be receiving career development
curriculum and services, and the potential impact of those services and curriculum is an
important part of that role. Other aspects may include coordinating with families
concerning supportive home activities as well as helping families access supportive
community agencies and programs.

The adaptations suggested in this guide are a sample of the kinds of changes,
accommodations, or adaptations that may be required by many students of many
activities. Not every activity requiring changes was selected an example. As well,
many activities are suggested specifically for ESE populations that do not appear in the
comprehensive student development curriculum. It is up to the educator to insure that
selected activities are planned carefully to serve the needs of the intended population.
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Working with ESE Students in the Regular Classroom

1. Reduce the amount of work and concentrate on the correctness of work done.

2. When the student does a task well, let him be responsible for helping others with
it.

3. Teach the same subject, but also present it through concrete experiences and
visual media.

4. Teach tasks as much as possible through functional activities such as shopping,
making change, reading the newspaper, playing games, etc.

5. Reduce distractions by: having only one task at a, time, using worksheets with
lots of space, providing a quiet work area, giving simple directions or questions.

6. When homework is given, it is best to give work the student can already do with
which he needs more reinforcement.

7. Pair up the mainstreamed student with another student that has leadership,
compassion, and patience capabilities.

8. Move the student to a closer position for teacher supervision.

9. Move distracting or disturbing students/materials.

10. Allow the student to use any necessary crutch to learn; it will be discarded when
no longer needed.

11. Individualize instruction where needed.

12. Set fair and clearly defined limits for classroom behavior and academic
expectations. Follow through with consistency.

13. Make a definite effort to see that each student has some sort of success each
day.

14. Allow for open communication between yourself and the.ESE student.

15. Actively control variables which make learning occur, such as directing
attention, arranging tasks, prompting responses, differentially reinforcing
behavior.
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16. Be flexible with output; have students write, talk aloud.

17. Provide directions which are simple, specific, and consider the clarity, speed,
complexity, and channel of delivery: check for comprehension: have student
repeat and/or paraphrase.

18. Encourage homework as promoting academic progress, not as a punishment
for poor achievement.

19. Use a variety of assessment techniques: written, oral, demonstration.

20. Be flexible and ready for change!
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Suggested Modifications for Activities in Postsecondary Appendices

Freshman and Sophomore Levels:

PS-1-1 .3 Assign a student to read the handbook to someone who is blind or
provide in Braille.

PS-1.1 Use videotapes from area employers that identify and describe
employee policies/regulations.

PS-1.2, 6 Provide additional information on stress and medication management
for those persons with heavy medical regimes that may affect
attendance or ability to concentrate.

P5-1.4 Refer to support agencies for devices, assistance as needed (i.e., Deaf
Service Center, Division of Blind Services, Vocational Rehabilitation).

PS-1,6 Provide additional exercises on interpreting body language (for persons
with hearing impairments and learning disabilities).

PS-1.7 Students should be encouraged to self-identify needs to appropriate
office at post-secondary institution for accommodation.

Provide information on interpretation, scheduling, who to contact, any
identified resource at school for special needs students. Schedule
orientation and mobility if needed.

Having various orientation, handbooks, etc., on video will facilitate
better understanding as well as provide an opportunity to view the
information more than once.

PS-1.8 Recognize importance of seeking assistance when needed, follow-up
on tutoring sessions, timely submission of assignments with tutoring
center.

Develop a person-centered vocation/educational plan. Highlight
successes already experienced in past.

Expound on the various job placement programs specifically designed
for persons with disabilities (I.e., supported employment, vocational
rehabilitation, mock interviews and resume development).
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Have students register at State Employment agency. Review current
openings, requirements, pay scale.

Guest speaker. A successful business person with a disability. View
videotapes of persons who have succeeded in careers despite having
a disability.

PS-1.10 Identify additional resources for special needs, vocational
rehabilitation, workforce development, etc.

PS-1.13 Identify internet sites with related information.

PS-1.14 Identify supports needed; special equipment or modifications needed
for specific careers.

PS-1.15 Identify specific employability assistance available in the community.

Describe supported employment programs for students with disabilities.
Guest speaker from organization providing supported employment (i.e.
Jobsmart, Goodwill, LARC).

Junior and Senior Levels:

PS-2.1 Assign a peer assistant, sign interpreter, or provide Braille handbook.

PS-2.2 Provide evidence that many persons with disabilities are working
contributing members of society.

PS-2.4 Orientation handbooks in large print or on video will facilitate
comprehension.

PS-2.8 Refer to support agencies for devices, assistance as needed, (i.e. Deaf
Service Center, Division of Blind Services, Vocational Rehabilitation).

PS-2.13 Workshop on stress and medication management for persons with
heavy medical regimes.

PS-2.16 Evaluate physical and cognitive limitations; determine impact on
career choices. Provide sensitivity training, include disabled guest
speakers who will share experiences related to employment.
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Why Assessment in Student Development?

Curriculum assessment gets to the heart of the molter in education today; can
counselors or any educators demonstrate their worth to the education process and
to meeting standards? Accountability Is critical as districts and buildings are
increasingly free to select staffing pafferns that best meet student learning needs.
Those who cannot demonstrate their effectiveness in terms of student learning and
outcomes will be increasingly vulnerable. Assessment is required of any continuous
quality improvement process. If our goal is truly student development, we have to
be ready to examine our methods and assumptions in helping students achieve their
goals.

Current trends in education see a movement toward increased accountability for
curriculum delivery and effectiveness. In student development curriculum areas,
such assessment is not offen as simple as standardized testing nor are skills as discrete
as those are in English or math. However, accountability to curriculum goals for
student development requires that some assessment practices be incorporated into
any curriculum adoption. This guide presents ideas for assessment of the
Comprehensive Student Curriculum developed for the Southwest Florida School-To-
Careers Consortium.

This assessment effort is breaking new ground. Most information about student
development concerns inputs and counselor/teacher time accountability when it is
gathered at all. This shiffs the focus to student learning and the effectiveness of
programs on student decisions and affainment. As a new process, it must be
continually revisited, revised and time/benefits in assessment activities must be
evaluated.

Purposes of Assessment

Assessment serves several general purposes that can be broadly defined under
decision-making, communication, and accountability.

Decision-makinq Assessment information can be used to help students make
individual decisions about career paths, and course planning as well as helping
students identify skills, knowledge or affitudes that they still need to learn. Individual
students and their families benefit from such assessment as specific skills are identified
as having been acquired or which need further exposure and development.
Teachers and counselors can identify students' needs for curriculum planning. They
can also use information to improve instruction and curriculum activities. Schools or
districts can use assessment information to continue or improve instruction, programs,
and curriculum as well as to contribute to the school improvement process as a
whole. District administrators can use such information in curriculum planning,
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training, district improvement goals and in setting priorities for meeting student
needs. Increasingly, staffing decisions may be made based on assessment data.

Communication Assessment information is already used to communicate progress
toward educational goals to students, parents, community members, and
administrators. As well, assessment information is often used to communicate special
strengths or successful features of programs, curriculum activities, or schools. For
student development purposes, assessment may also communicate areas of student
achievement that have previously been ill-defined and may advocate for the
importance of such student achievement goals in the overall curriculum and
educational program.

Accountability Assessment information is at the heart of school, district and program
accountability; an increasingly critical factor in all aspects of education's operations.
Without assessment, many believe that there is little accountability. Little
accountability makes staff and their programs vulnerable to criticism, lack of
understanding, or reductions in support.

Assessment Approaches

Several approaches to assessment are possible. When considering assessment
methods, it is important to recognize that assessment based on all self-report data
may not provide an entirely accurate picture of what a student really has
experienced or learned. The same may be true of assessment based entirely on a list
of inputs. Consider a mixture of data sources and types of assessment to get the
most accurate picture of what individual students and programs have
accomplished.

First, inputs can be assessed. Did curriculum units get delivered? Teachers and/or
counselors can be asked to list activities, materials, and annual schedules for student
development curriculum delivery. Examples of such activities can be obtained by
reviewing the Florida's Comprehensive Student Development Curriculum for a
School-To Career System (1994).

A second approach involves assessing student learning of each discrete activity. For
example, when middle school students are engaged in the work-based learning
activity of touring a hospital to learn about different occupations that occur there,
they can be asked to list three occupations they observed and list the educational
qualifications each requires, or each can be asked to write an essay to relate a work
of fiction about medicine to match observations at the hospital. Another example
might be, students demonstrating specific career skills as part of the activity itself,
e.g., completing a four-year plan. While such assessment may be readily adapted
to school-to-career curriculum, and are certainly recommended as much as
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possible, such activities may become burdensome to a school day already
burgeoning with increased curricular requirements and testing.

A third approach is to assess broader student development accomplishments. This
type of assessment is by nature more synthetic of a broader range of skills and
corn petencies and would occur after longer periods of instruction and experiences;
i.e., after a year or at transition points between school levels or beiween school and
work. This approach is more portfolio or performance based and creates an
accountability at the "seams" of a student's school progression. As well, since
school-to-career curriculum activities are often infused into other curriculum areas,
separate assessment may be neither appropriate nor convenient. It adds less
burden to teachers and counselors and can be used to communicate to the next
consumer of a student's skills (teacher, counselor, employer) that the student has
achieved a specified level of competence in identified school-to-career objectives.

Another approach to assessment can be overall program assessment. Such
assessment may be included In school climate surveys of students, school personnel,
administrators, and community members. Or specific surveys to evaluate skill
acquisition, career awareness and development, and the degree to which
classroom and community based activities, can be developed and administered.
Questions should focus on a variety of areas including:

Career awareness, career decision-making skill acquisition, and career
maturity;

Personal/Social development goals including those for working with others,
self-management skills, and communication skills;

Involvement of family in academic and career planning and parental
knowledge of the student's progress and school-based activities;

Infusion of academic, career and personal/social development in all
aspects of educational program;

Degree to which school-based, linking/connecting or work-based activities
have been observed or are considered successful.

Gathering and Maintaining Assessment Information

The Information collected by methods suggested in this guide may be used in several
ways. Some tracking and inclusion in student records is recommended. Each
segment may be used separately by each level and may be tracked through
student maintained portfolio on a student developed folder or may be maintained
by student services professionals on a paper or electronic portfolio. Each method
has benefits and drawbacks. Student maintained portfolios are most effective in
terms of staff time and student responsibility. However, they are offen incomplete,
can be easily lost and are not readily available for accountability surveys or program
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assessment. Such portfolios are commercially available, though costly as
consumable goods. Paper portfolios have advantages in that they are available to
school staff for program evaluation, provide artifactual evidence of student progress
and program effectiveness, and allow individual student progress and learning
needs to be tracked and monitored. However, these can be expensive to maintain
and may add to already crowded school files.

Electronic tracking has several advantages in its capability to provide individual,
small group or district aggregate data readily. As well, sophisticated analyses can
be performed with other electronically maintained data like test scores and* grades
that create a potential wealth of program and accountability data. It would also
readily lend itself to a student development transcript available for post-secondary
institutions and employers alike. However, only one electronic portfolio system is
available and it is an expensive investment which requires some personnel or trained
students to input data to maintain. A one-time commitment of resources to create
such a portfolio might be worth the investment by a district or consortium of districts
which has immediate interface with other student record systems as a distinct
advantage. Ultimately, skill acquisition and work experience history benefits students
as they progress through school. As technology continues to improve, more
electronic tracking mechanisms will become available and are ultimately
considered to be most desirable. One commercially available product, Info Tracker
(available from Stardata, Inc.) can provide an individualized student portfolio of all
student development accomplishments and activities, especially those related to
school-to-career activities and elements, in an electronic format.

Two commercially available products are available for K-12 or 6-12 assessment. The
first, the Career Maturity Inventory can be used to assess student progress and career
development needs at key points in development transition between levels. The
CMI provides information concerning altitudes and competencies in career
decision-making skills. Iowa Career Learning Assessment provides information
concerning career development, school-based learning, work-based learning and
connecting links. The survey combines information from students, educators, parents
and community partners and is geared toward student competencies and career
maturity as well as degree to which school-to-career type of activities have
occurred. Both instruments provide individual and group data useful to program
assessment. In particular, schools that have career development courses in ninth
grade can use the instrument to measure aspects of the effectiveness of the course
and related experiences. However, each has initial and recurring costs and
individual schools or districts may well wish to customize aspects of these evaluation
programs or develop individual evaluations.

Southwest Florida School-To-Careers Consortium
Comprehensive Student Development Curriculum
Post-Secondary

180



The following guide will present examples of assessment activities that can be
performed at transition points or in a few cases, a year end. At each transition point
several types of activities will be recommended and fully described.

Each section of this guide is presented in terms of the overall goals for students
completing that level of education, specific competencies expected by transition,
and assessment strategies and formats which can be used.
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SCHOOL TO CAREER COMPETENCIES FOR POSTSECONDARY LEVELS

Entering competencies:
Students who graduate from a high school in the five-county service area will enter
post-secondary training with the following cornpetencies:

Identify, apply for, interview for and obtain employment
Identify and apply for financial assistance as appropriate
Enter a community or four year college with 4/6 year plan to facilitate transition
Identify life skills and plan life arrangements for the first year of high school
Identify preliminary life plan and goals
Develop a financial plan

Students who are new to the system (i.e. out of state students, non-traditional, GED
recipients) and to these in-process experiences will be provided with a packet of
materials and/or orientation activities. These materials and activities were designed
to help students to obtain the entering competencies.

Vocational/Technical Certificate General Competencies:

Students completing a one-to-two year vocational/technical certificate program
prepared to enter the workforce will develop the following competencies:

Understand program and certification requirements.
Monitor progress toward certificate completion.
Clarify educational and career plans.
Understand program policies, procedures, and responsibilities.
Develop and use skills through participation in cooperative, field, and internship
experiences and/or service learning.
Develop and use effective job search strategies.
Learn benefits of community involvement and connection to career goals and
personal development.
Develop and/or solidify social and interpersonal skills.
Learn the value of co-curricular or extra-curricular activities.
Join and participate in local or regional occupational organization.
Clarify and learn workforce behavior, expectations and skills.
Develop and use skills to work on a variety of different technologies.
Understand cornplex interrelationships.
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Vocational/Technical Certificate Exit Competencies:

Students completing a one-to-two year vocational/technical certificate program will
be prepared to enter the workforce or continue with their education:

Develop an exit checklist to ensure smooth transition to certification and
employment in field.
Develop resume and/or occupational portfolio that highlights occupational skills,
certificates achieved, and awareness of job match/marketability.
Identify, apply for, interview for, and obtain highest level of occupational
certificate.
Identify, apply for, interview for, and obtain highest level of employment.
Articulate the life skills to plan first year out of program.
Understand the benefits of continuing education and development.
Manage time and stress wisely.
Use community resources for upgrade training and volunteer work.
Join extracurricular and/or job-related organizations.
Identify a "career ladder" for their chosen career field.
Understand articulation agreements with other post-secondary institutions.
Complete enrollment paperwork for entrance into college.
Continue to develop desirable worker traits throughout career.

Vocational/Technical Certificate Competencies CL P AP W
Understand program and certification requirements X X X X

Monitor progress toward certificate completion X X

Clarify educational and career plans X X

Understand program policies, procedures, and
responsibilities

X X

Develop and use skills through participation in cooperative,
field, and internship experiences and/or service learning

X X

Develop and use effective job search strategies X

Learn benefits of community involvement and connection
to career goals and personal development.

X

Develop and/or solidify social and interpersonal skills X X

Learn the value of co-curricular or extra-curricular activities X X

Join and participate in local or regional occupational
organization

X X

Clarify and learn workforce behavior, expectations and skills X X

Develop and use skills to work on a variety of different
technologies

X X

Understand complex interrelationships X X
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Vocational/Technical Certificate Competencies CL P AP W
Develop an exit checklist to ensure smooth transition to
certification and employment in field

X X

Develop resume and/or occupational portfolio that
highlights occupational skills, certificates achieved, and
awareness of job match/marketability

X X

Identify, apply for, interview for, and obtain highest level of
occupational certificate

X X

Identify, apply for, interview for, and obtain highest level of
employment

X X

Articulate the life skills to plan first year out of program X X

Understand the benefits of continuing education and
development

X X

Manage time and stress wisely X

Use community resources for upgrade training and volunteer
work

X X

Join extracurricular and/or job-related organizations X X

Identify a "career ladder" for their chosen career field X

Understand articulation agreements with other post-
secondary institutions

X X

Complete enrollment paperwork for entrance into college X X X

Continue to develop desirable worker traits throughout
career

X X

Freshman and Sophomore Levels

A.A. Degree General Competencies:
Students graduating with an A.A. degree or finishing the Sophomore year in a
baccalaureate institution will develop the following competencies:

Understand degree requirements
Monitor academic progress
Clarify educational and career plans
Understand policies, procedures, and responsibilities
Understand about on and off campus resources
Develop effective learning strategies and techniques for college success
Understand benefits of community involvement and connection to career goals
and personal development
Develop and/or solidify social and interpersonal skills
Understand value of joining co-curricular or extra-curricular activities
Understand entrance requirements for upper division level
Develop skills through internships, service learning, and cooperative work
experiences
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A.A. Degree Exit Competencies:
Students graduating with an A.A. degree or finishing the sophomore year in a
baccalaureate institution will exit with the following competencies:

Complete transfer applications
Complete scholarship and financial aid applications
Complete CLAST and other testing
Continue to monitor academic progress
Solidify a program of study
Visit upper level institution(s) to explore educational options
Develop plan for orientations and/or placement testing at upper level institutions
Develop and complete an exit checklist to ensure smooth transition to next level
Identify a life plan and goals
Identify life skills to plan for junior year of college
Understand the benefits of participating in alumni activities

Evaluation of Post-Secondary corn petencies can be done several different ways
depending on which is most suited for the degree goal. Referring to the list of exit
competencies for the completion of an assOciate degree, the methods of
assessment could be either a checklist, portfolio, appointment with academic
advisor or counselor, or attendance at Transfer Workshop.

Each of these methods could be used independently or in combination with each
other. Below is a suggestion of how to assess the following competencies. Please
refer to the key above each table.

KEY: CL = Checklist P = Portfolio AP = Appointment W = Workshop

Associate in Arts Degree Competencies CL P AP W

Student has completed transfer applications. X x . X

Student has completed scholarship and financial aid applications. X X X

Student has completed CLAST requirements and other testing
requirements.

X X X

Student can demonstrate continuous monitoring of academic
progress.

X

Student has finalized a program of study. X X

Student has visited upper level institutions to explore educational
options.

X X X X

Student has developed a plan for orientation and/or placement
testing at upper level institutions.

X X
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Student has developed an exit checklist to ensure smooth transition to
next level.

X X

,

X

Student can identify a life plan and goals. X X

Student can identify life skills to plan for junior year of college. X X X

Student can understand the benefits of participating in alumni
activities.

X
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A.S. Degree General Competencies

Students graduating with an A.S. degree prepared to enter the workforce will
develop the following competencies:

Understand degree requirements
Monitor academic progress
Clarify educational and career plans
Understand policies, procedures, and responsibilities
Learn about on and off campus resources
Develop effective learning strategies and techniques for college success
Develop effective strategies for job search
Learn benefits of community involvement and connection to career goals and
personal development
Develop and/or solidify social and interpersonal skills
Learn value of joining co-curricular or extra-curricular activities
Clarify and learn appropriate workforce behavior, expectations, and skills
Develop skills through internships, service learning, and cooperative work
experiences

A.S. Degree Exit Competencies:
Students graduating with an A.S. degree prepared to enter the workforce will exit
with the following competencies:

Develop and complete an exit checklist to ensure smooth transition to next level
Identify, apply for, interview for, and obtain employment
Identify life skills to plan first year out of college
Articulate the skills obtained ,for degree and have an awareness of job
match/marketability
Identify a life plan and goals
Understand benefits of participating in alumni activities

Evaluation of Post-Secondary competencies can be done several different ways
depending on which is most suited for the degree goal. Referring to the list of exit
competencies for the completion of an associate degree, the methods of
assessment could be either a checklist, portfolio, appointment with academic
advisor or counselor, or attendance at Transfer Workshop.

Each of these methods could be used independently or in combination with each
other. Below is a suggestion of how to assess the following competencies. Please
refer to the key above each table.
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Associate in Science Degree Competencies CL P AP W

Student has developed an exit checklist to ensure smooth transition to
next level.

X X X

Student has identified, applied, and interviewed for and obtained
employment.

X X X

Student can identify life skills to plan first year out of college. X X X

Student can articulate a skill obtained for degree and has an
awareness of job match/accountability.

X X

Student has developed a life plan and goals. X X

Student can understand the benefits of participating in alumni
activities.

X
.

X

Junior and Senior Levels General Competencies:
Students who transfer with an Associate degree or continue from lower division will
develop the following competencies:

Understand degree requirements for upper division level
Monitor academic progress
Clarify educational and career plans
Understand policies, procedures, and responsibilities
Complete scholarship and financial aid applications
Understand on and off campus resources
Develop effective learning strategies and techniques for college success
Understand the benefits of community involvement and connection to career
goals and personal development
Develop and/or solidify social and interpersonal skills
Understand value of joining co-curricular or extra-curricular activities
Understand benefits of membership in professional associations
Understand benefits of professional presentations and publications
Understand entrance requirements for graduate level education

When the degree goal for the student is a bachelor's degree or a graduate degree,
the evaluation of exiting competencies is very similar and can\ be done several
different ways. As you refer to the list of exit competencies for the completion of a
bachelor degree or post-graduate education, consider that the methods of
assessment can be a checklist, portfolio, and/or an appointment with academic
advisor, counselor or professor. Each of these methods could be used
independently or in combination with each other. Below is a suggestion of how to
assess the following competencies. Please refer to the key above each table.
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Exit Competencies for Students Entering Workforce:
Students who graduate with a baccalaureate degree prepared to enter the
workforce will exit with the following competencies:

Develop an exit checklist to ensure smooth transition to world of work
Identify a life plan and goals
Can identify, apply for, interview for, and obtain employment
Identify life skills to plan first year out of college
Articulate the skills obtained for degree and have an awareness of job
match/marketability
Understand certification and professional licensure requirements if applicable
Plan and/or complete certification or professional licensure applications and/or
examinations if applicable
Understand benefits of membership in professional associations
Understand benefits of professional presentations and publications

KEY: CL = Checklist P = Portfolio AP = Appointment W = Workshop

Student Competencies for Entering the Workforce CL P AP W

Student has developed an exit checklist to ensure smooth
transition to world of work.

X X X

Student can identify a life plan and goals. X X

Student can identify, apply and interview for, and obtain
employment.

X X

Student can identify life skills to plan first year out of college. X

Student can articulate the skills obtained for degree and has an
awareness of job match and/or accountability.

X X

Student understands and/or has completed any applicable
certification and professional licensure requirements.

X X X

Student can demonstrate understanding of the benefits of
membership in professional associations.

X X

Student can demonstrate understanding of the benefits of
professional presentations and publications.

X X
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Exit Competencies for Students Entering Graduate Level Education:
Students who graduate with a baccalaureate degree prepared to enter graduate
level education will exit with the following cornpetencies:

Develop an exit checklist to ensure smooth transition to next educational level
Identify a life plan and goals
Understand entrance and degree requirements for graduate level education
Monitor academic progress
Clarify educational and career plans
Understand policies, procedures, and responsibilities
Visit upper level institution(s) to explore educational options
Complete graduate school applications
Apply for assistantships, fellowships, and financial aid
Graduate entrance testing finalized
Understand benefits of membership in professional associations
Understand benefits of professional presentations and publications

Student Competencies for Entering Graduate Level Education CL P AP W

Student has developed an exit checklist to ensure smooth
transition to next educational level.

X X

Student has developed a life plan and goals. X X

Student can demonstrate an understanding of entrance and
degree requirements for graduate level education.

_ X X

Student can demonstrate continuous monitoring of academic
progress.

X X

Student has clarified educational and career plans. X X X

Student can demonstrate understanding of policies.
procedures, and responsibilities.

X

Student has visited upper level institutions to explore
educational options.

X X

Student has completed graduate school applications X X

Student has applied for applicable assistantships, fellowships,
and financial aid.

X X

.

Student has completed graduate entrance testing. X X

Student can demonstrate understanding of benefits of
membership in professional associations.

X

Student can demonstrate understanding of benefits of
professional presentations and publications.

X
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In addition to the above items being assessed through a portfolio, other suggestions for
items to be placed into a portfolio are:

Resume
Supervisor's Evaluations
Completed Coursework
Professional Associations

Work Experience/Internship Evaluations
Certificates/Diplomas
Special Competencies
Presentations/Publications

Use of the format of an individual appointment with a counselor or an advisor
and/or attendance at a workshop can not only permit assessment of skills that
have been achieved, but can also further develop those skills that may need to
be strengthened or acquired.
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Resources for Comprehensive Student Development and School-To-Career
Curriculum

There are many resources for classroom, school and community based
activities which will work well to achieve the learning objectives contained
throughout this comprehensive student development curriculum. The
activities contained in the appendices of this curriculum guide are intended
only as examples of what can be done with students. Other resources for
information and activities are listed below.

Assessment

Career Cruiser: www.firn.edu/doe/bin00056/!cruzer.htm or 1-800-342-9271

CHOICES and CHOICES, Jr. Available through Florida Department of
Education

Crites, J. (1998). Career Maturity Index, Available from Careerware, 1-800-
267-1544

Info Tracker, Available from Tech Lan at www.ticom/infotrak.htm or at Phone
800-947-8460; 4900-C Mercer University Dr., Macon, Georgia 31210

Curriculum Activities

Broward County Public Schools (1990). Comprehensive guidance and
counseling programs. Ft. Lauderdale, FL: Author.

Center on Education and Work. (1992). Developmental guidance
classroom activities for use with National Career Development Guidelines:
Grades K-12 (4 volume set). Madison, Wisconsin: University of Wisconsin.

Chew, C. (1995). School-to-work transition: Resources for counseling.
Madison, Wisconsin, Center on Education and Work.

Commonwealth of Virginia Department of Education, (1998). Career
Connections. Richmond, VA: Author.

Florida Department of Education, (1990). lnsiahts: A self and career
awareness program (three volume set). Tallahassee, FL: Author.
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School Board of Volusia County, (1998). K-12 Developmental guidance
plan. Volusia County, FL: Author

Wisconsin Department of Public Instruction. (1996). The Wisconsin
developmental guidance model. Milwaukee, WI: Author.

National Standards

Campbell, C.A. & Dahir, C.A. (1997). The national standards for school
counseling programs. Alexandria, VA: American School Counseling
Association.

National Career Development Association (1996). National career
development standards, Alexandria, VA: Author.

United States Department of Labor (1991). What work requires of
schools: A SCANS report for America 2000. Washington, D.C.: U.S.
Government Printing Office.

School-to-Careers, School Counseling and Comprehensive Student
Development

Florida Department of Education (1992). Florida's Student
Development Program: A Framework for Developing Comprehensive
Guidance and Counseling Programs for a School-To-Work System.
Tallahassee, FL: Author.

Perry, N. & Ward, L. (1997). Helping students plan careers: A school-to-
careers guide for counselors. American Vocational Association: Alexandria,
VA.

Web sites of interest: (Many of these sites have hot links to other important
sites too numerous to mention)

American School Counselor Association: www.schoolcounselor.ora

Association for Career and Technical Education (formerly the AVA):
www.avaonline.org

Career Counseling resources: seamonkey.ed.asu.edu/-gail/career.htm

Career Mosaic: www.careermosaic.com
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eXploring Careers: www.explore.cornell.edu/

Florida School-To-Work Initiatives: www.stw.ed.aov/Database/State2.cfm

Florida Department of Education Publications:
www.firn.edu/doe/bin00051/pub_man.htm

Florida Division of Workforce Development:
www.firn.edu/doe/bin00051/home0051.htm

National Career Development Association: www.ncda.org

National Center for Research in Vocational Education: ncrve.berkeley.edu

National Occupational Information Coordinating Committee:
wA/w.noicc.gov/

National School-to-Work Office: www.stw.ed.gov/

University of Wisconsin Center for Education and Work: www.cew.wisc.edu/

US Department of Education: www.ed.gov/

What exemplary career development programs should look like:
ncrve.berkeley.edu/MDS-855
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Appendices for Post-Secondary Curriculum Matrix

1.10 Instructor Awareness Self-Evaluation
1.11 Vocational Technical Center Student Handbook (Contents & Test)
1.12 Edison Community College Orientation Checklist
1.13 Local Employer Employee Handbook (Table of Contents)
1.14 Course Outline for School Success Skills course
1.15 Financial Aid Applications
1.16 College Placement Testing Brochure
1.17 Vocational Course Competency Checklist
1.18 Cooperative Education Employer Evaluation
1.19 Electrical Employer Evaluation of Student Performance
1.20 Study Skills
1.21 Tutorial Services
1.22 Time Management
1.23 Stress Management
1.24 Counseling Services Brochure
1.25 Personality Types in Work Situations
1.26 Communication Styles in the Workplace
1.27 Speech Course Outline
1.28 Behavioral Improvement Plan
1.29 Goal Setting Guidelines/Worksheets
1.30 Student Organizations

2.10 Informational Interviewing
2.11 Work Values
2.12 Motivated Skills
2.13 List of Assessments
2.14 Occupational Outlook Handbook (excerpt)
2.15 CHOICES
2.16 Job Shadowing
2.17 Job Search
2.18 Completing Applications
2.19 Writing Resumes and Cover Letters
2.20 Electronic Resumes
2.21 Interviewing Tips
2.22 Florida Workforce 2005

3.10 Wellness Information

4.10 Sample Community Resource Lists
4.11 Sample of campus-based activity
4.12 Sample of community-based activity
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CAREER AWARENESS CHECKLIST FOR TEACHERS

This is a School-to-Work test for TEACHERS. Take a few minutes to evaluate your
teaching methods to see if they relate to the vision of connecting school-based activities
with work-based activities.

INSTRUCTION: Check the most appropriate response as it relates to the classes you
currently teach.

In my classes I
teach the following:

Planned part
of the

curriculum

Occasionally
taught

Rarely
taught Never taught

1. Attitudes toward
work and their effect
on career success.

2. Attitudes toward
productive use of
leisure time.

3. Student ideas on
career choices are
discussed.

4. Students research
careers and visit job
sites.

5. Economic
awareness is taught.

6. Education/training
needed for various
careers is discussed.

7. Employability
skills are taught.

8. Local employers
are guest speakers.
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9. Parents share work
experiences with the
class.

10. Students do
"team" problem
solving and critical
thinking.
11. Simulations are
used to create a work
environment.
12. Students
complete electronic
research.
13. Assignments are
related to activities
that occur in the real
world of work.
14. Technology is
used in instruction.

15. Emphasis is on a
global economy.

HOW DID YOU RATE? If you had 10 or more of these activities as a "Planned Part of
the Curriculum," you are on the right track in leading your students from school to work.

Carolyn Gorton
Assistant Principal
Charlotte Vocational Technical Center
Secondary/Post-Secondary
941- 255-7500
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TEST - STUDENT HANDBOOK

Lee County High Tech Central

Name Program Date

1. Fees are due the first day of class every quarter:
True False

2. Financial aid is available to eligible students.
True False

3. Students are required to be covered by accident insurance.
True False

4. A certification of program completion is determined by:
a. satisfactory completion of course objectives
b. grade "B" or better and completion of 85% of competencies
c. both "a" and "b" are correct

5. The SAIL Lab (Learning Center) is primarily available to help students:
a. get a job
b. develop skills in language, mathematics and reading
c. get acquainted with other students
d. an activity to fill a void

6. School phones in teacher's offices, classrooms or shops are to be used:
a. anytime
b. for emergencies only
c. not at all
d. for students to receive personal calls

7. Medical problems should be discussed with counselors:
a. never
b. sometimes
c. at the time of enrollment

8. Instructors must be notified of all injuries:
a. never
b. if very bad
c. no matter how small

9. High school students becoming ill will be able to leave campus:
a. when parent or guardian has been notified
b. anytime
c. never

10. Safety devices must be used:
a. when required
b. if the students wants to
c. never
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11. Safety must be observed at all times:
True False

12. An emergency evacuation poster with escape routes should be posted in each classroom and lab/shop area.
True False

13. The most accurate, basic mission of High Tech Central is:
a. learn a trade
b. earn high school credits
c. start your own business
d. prepare you for employment

14. A student's attitude is not very important to grades.
True False

15. For 36 weeks of satisfactory progress, high school students can earn credits.

16. A student leaving class must:
a. have permission from the instructor
b. get up and leave at anytime
c. never leave classroom

17. The following student conduct will result in a probation, suspension or withdrawal from school:
a. illegal behavior
b. prohibitive behavior
c. both of the above

18. Students who do not meet the standards of progress for their program may be withdrawn for unsatisfactory
progress and may not re-enroll in that program without the appropriate approval of-
a. the Occupational Specialist and Director
b. the Instructor, School Administration, and Guidance Counselor
c. a Guidance Counselor only

19. The student dress code DOES NOT permit:
a. shorts
b. spandex pants
c. tank tops
d. torn or excessively worn garments
e. all of the above

20. Students who are cited for wearing inappropriate clothing will be sent home to change or may have a
family member bring the appropriate clothing.

True False

21. Looking at the campus map on the last page of the Student Handbook, the Carpentry program is located in:
a. Building C
b. Building G
c. Building H

22. For adult students, at the conclusion of the day of accumulated absences, excused or unexcused, the
teacher will complete the attendance documentation form and give it to an administrator:
a. 3 rd
b. 5 th
c. 8th 4.14d. 10th



23. Students with poor attendance may be withdrawn from the program.

True False

24. The name of High Tech Central's student newspaper is:
a. "The Voice"
b. "The Vo-Tech News"
c. "The Soaring Scene"
d. "The Vocational Voice"

25. If a student is unable to report to class or will be late, he/she must notify the instructor:

a. before school starts
b. the following day
c. within the first hour of class

26. Transcripts of grade and course results will be issued:
a. never
b. upon written request from student
c. anytime they are asked for

27. A student who receives the letter grade of "C" on a written test would have scored:
a. 77% - 84%
b. 70% - 76%
c. 85%

28. Students who are tardy or leave class early, will:
a. be excused
b. have time deducted from hours of class participation
c. never be permitted
d. be marked unexcused unless approved by the teacher and/or a school administrator

29. Teachers submit daily reports on student attendance.
True False

30. Parking for students is permitted:
a. anywhere on campus
b. in designated areas only or where wheel bumpers or spaces are not marked for special use
c. where wheel bumpers or spaces are marked for special use

31. Parking behind shop areas is restricted to faculty parking only, except for students who will be working on their
personal vehicles with the instructor's permission.

True False

32. The majority of classes start at and end at

33. Lunch breaks are minutes in length.

34. Students returning late from lunch will be given an excused absence.

True False

35. The speed limit on High Tech Central campus is MPH.

215



36. Parking permits or parking hangers must be displayed in the vehicle to be parked on campus.
True False

37. Personal tools, notebooks, pen and pencils, special clothing and other supplies not covered by fees are the studen
responsibility to purchase and maintain.

True False

38. For high school students, after the
loss.
a. 3rd
b. 5th
c. 7th
d. 10 th

absence, a letter will be sent to parents advising them of possible credit

39. Cafeteria style meals are available in the Culinary Arts building during the lunch times at reasonable rates.
True False

40. Job placement is the responsibility of-
a. the student's instructor
b. the Occupational Placement Specialist
c. the Guidance Counselor
d. all of the above

41. High Tech Central has a staff member from the Florida Jobs & Benefits Agency on campus.
True False

42. At High Tech Central, one of the programs to extend learning experiences in a job situation while still enrolled
an industrial program is called Industrial Cooperative Education (ICE).

True False

43. All students are required to bring in a written note with certain information upon return from an absence.
True False

44. Choose the most accurate sentence.
a. High school students are not allowed to smoke on campus.
b. Adult students are not allowed to smoke on campus.
c. Students can smoke anywhere on campus.
d. Both "a" and "b" are correct.

45. To receive a certificate of completion students must:
a. maintain a "B" grade in their vocational/technical program
b. complete all competencies and maintain a "B" grade in their vocational/technical program
c. maintain a grade of "B" in their vocational/technical program AND score minimum state levels in

math, reading and language and complete 85% of program competencies.



STEPS TO BECOMING AN
EDISON COMMUNITY COLLEGE STUDENT

flpp 1.1 2

APPLY: Complete your application and bring or mail it to the Edison Community
College Office of Admissions at the Lee, Charlotte or Collier County location.

High School Transcripts: Have an "Official Final High School Transcript" sent from
your high school to the Edison Community College campus of your choice.

Orientation: Call the campus you plan to attend and register for Orientation.

Lee County Campus: (941) 489-9230 or (941) 489-9318
Collier County Campus: (941) 732-3703
Charlotte County Campus: (941) 637-5600
Toll Free if out of area: (800) 749-2ECC

ACT/SAT: If you have taken the ACT or SAT, bring a copy of your test scores to
orientation with you. If you have not taken the ACT or SAT, or if your scores do not
meet the minimum requirement level, please call and register to take the Florida
Community College Entry Level Placement Test (FCLEPT) at the Edison Community
College campus nearest you:

LEE CAMPUS CHARLOTTE CAMPUS
8099 College Pkwy. SW 26300 Airport Road
Ft. Myers, FL 33906 Punta Gorda, FL 33950
(941) 489-9384 (941) 637-5600

COLLIER CAMPUS
7007 Lely Cultural Pkwy.
Naples, FL 34113
(941) 732-3703

HENDRY & GLADES COUNTY - (800) 749-2ECC
Advising: An advising specialist will help you choose your courses, after you receive
clearance from the assessment center.

Scheduling and Registration: After you sign up for classes, you will be given a print out
of your courses ("Schedule and Fee Receipt, Student Identification"). It is to your benefit
to register early so that you may get the class selections and times preferred.

Fee Payment: You must pc(v for your classes by the date indicated at the bottom of your
"Schedule and Fee Receipt". If you are receiving financial aid, call the Office of
Financial Aid on the Lee County Campus, (941) 489-9336, Collier County Campus, (941)
732-3705, or the Charlotte County Campus (941) 637-5600.

A-STUDENT CENTERED LEARNING COLLEGE
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Professors:

Office:
Phone:
Office Hours:

I.

SLS 1101

SUMMER B 1997

Kathie Morris/Rodney Dennison/Susan Potts/
Jeff Madia/Dr. Don Leonard
Sabal Hall Counseling Center
489-9230
Monday - Friday --- 8:30 am - 4:30 pm

COURSE OUTLINE

SLS 1101 - College Success Skills

II. Textbook Requirement BECOMING A MASTER STUDENT,
(8th Edition) Ellis, D.B.

General Course Information

This course is designed to make the adjustment of the
first time entering college student, and the re-entering
student, more comfortable and successful, and to help the
student develop effective learning strategies and
techniques in order to be successful in college studies.
The overall emphasis of the course is to positively
impact upon the academic performance, social adjustment,
personal growth and career decision making of the

student.

IV. Specific Obiectives

The objective of this class will be achieved by lectures,
discussions, group exercises, research exercises, films,
guest speakers and oral presentations. At the completion
of this course, the student will be able to:

A. Describe ways to create a responsible,
successful, and satisfying experience at

college.
B. Locate and utilize campus and community

resources.
C. Describe methods to organize and manage time

more effectively.
D. List strategies and techniques for memory

enhancement and improvement of test taking
skills.

E. Know how to develop an educational and career
plan.

BEST COPY AVAILABLE 222



COURSE OUTLINE - SLS 1101 Page 2

F. Examine attitudes and behaviors in the areas
of personal relationships, budgeting money,
substance use, and physical and psychological
health.

V. Student Requirements

A. Students are required to attend class and to
read the assigned material prior to class
discussion of that material.

B. Students are expected to be active
participants in class discussions and

exercises.
C. Students are required to complete all written

assignments on time. These assignments must
be neatly typed, word processed, or

handwritten.
D. Students are required to use a word processor

(or type) the Research Project.
E. Students are required to take quizzes and the

final exam as scheduled.

VI. Attendance

Students are expected to attend all classes (on

time and with required materials) . The student
will be allowed 2 absences before his/her grade in
the course will be affected. Students missing more
than 3 classes will receive an "F" for the course.

*Special Note #1. - 2 points will be deducted for
each absence after 2.

Note #2. - Course Withdrawal Policy -- A student
can withdraw without academic penalty
from a course by the mid-point of that
term and receive a "W". Withdrawals
after that date will be granted only
through established institutional
procedures. In order to withdraw the
student must complete a request to
withdraw or "drop" a course. This
request can be secured in the
Counseling or Registration Office and
be turned in at the Registration
Office.
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VII. Grading

Final grades will be based on a point system.
Points may be earned as follows:

Strong Campbell Interest Inventory 5

Myers-Briggs Type Indicator 5

Discovery Wheel (Pre-test) (Chapter 1) 5

Discovery Wheel (Pre-test) (Chapter 14) 5

College Scavenger Hunt 10

Time Monitor Plan 10

Library Card 5

Journal Entries 15

Educational Plan 10

Quiz (12 at 2 points ea ) 60

Attendance 54

Career Project/Written/Interview/ 50

Presentation
Final 50

TOTAL 284

Extra credit to be announced. Cannot exceed 20 points.

Letter grades will be assigned as follows:

90 - 100% (284 256 points) = A
80 - 89% (255 227 points) = B

70 - 79% (226 199 points) = C

60 - 69% (198 170 points) = D

Below 60% (Below 169 points) = F

Note: NO MAKE-UPS ARE AVAILABLE FOR QUIZZES

LATE ASSIGNMENTS MAY HAVE POINTS DEDUCTED

If you have a disabling condition, you may be eligible for
assistance. To receive assistance, an accommodations form and
verification of disability must be filed with Nanci Karczewski,
Applied Technology Coordinator for Disabled students.

Professor Kathie Morris



Free Application for Federal
) I Student Aid

1

L

1997 98 School Year
Other ways to apply. You must 11Ne one of the Federal
applications to apply for aid from the Federal student aid
programs hsted on the right. II sin 11 LTC ID college la,: year
and meet certain conditions. cIi ss ill receive a Renewal
Application in the mail or from your school early in 1997. Or
you may use FAFSA Express. a software program that allows
you to fill out your application tin a computer with a modem.
Check at your high school. college, public library. or Educa-
tional Opportunity Center for FAFSA Express. or you can
download the FAFSA Express software from our Web page:
httP://www.ed.gov/411ces/OPE/express.html. Do not submit
more than one application.

You can also use these applications to apply for most slate and
sonic private aid, although certain state and private aid pro-
grams may require an additional form. To find out inure about
which forms to use. contact your high school counselor. college
financial aid office, or state scholarship and grant agency.

He sure to read INFORMATION ON TUE PRIvACT Acr AND USE 01.

YOUR Socim. SECURITY NUNIRER on page 12.

WARNING: You must fill out this form accurately. The iniormation that
you supply Can he eril ted by your college, your state, or by the
Department of Fdneation.

YOU ln:I 1),.! tle&I io !Ito% kle l.5. income tax returns, the work.dieets iii ho:
booklet. and other [Morin:mon II you can't or don't pros ide these records
to your college. ,.0 may not get Federal student aid. It you get Fo.leral
student aid bawd ii ncorrect tolormaiton, you will have to mty it hack: you
ma also hake io lia Imes nd tees. It ot.1 purposely give lalse Itt
misleading Inform:mon on stIll ijiplicaititti, you may he fined
to pri,;on. or both

WHAT IS THIS APPLICATION FOR?

Federal Student Financial Aid
"Federal student financial aid- means Federal grant. loan and
work-study money ftir your education.

The Federal student assistance prouams can help you pay
for most kinds of education after high school. The aid is
available if You are attendinu a college. a professional
school . or a ocational (tr technical school. This application
is for Federal student financial aid for the 1997-95 school
year (July I. I 907-intle 3(1, I 99S ).

State and College Student Financial Aid

Contact your state scholarship/grant agenc or college financial
aid administrator to find %All whether On need to complete an\
form(s) in addition to the FAFSA. and ss hat types ()laid you
might be eligible for. lie sure to see the deadline dates under
"Deadlines for State Student .Aid- on page W. 5011IC colleges
also have their own deadlines. which ina;. he earlier than the
Federal deadline.

BEST COPY AVALABIE
For more information on applying tOr student aid. see WI1AT
HAPPENS NEXT? onpage

Rpp 1.15

1..5 . Depattinein It! Einik:allOn
Snldcni Itiiaitciat .ssIsi:1114.3.71'hyranis

This application is used for these Federal Student
Financial Aid Programs

edcral I'd! Giants
Federal Supplemental FAIticational )pportunity

Grants 11:SFOG
Federal Subsidi/ed and Unsubsidized Stafford Loans
Stafford/horst Federal Ihrect Subsidi/ed and

L'nsubsishied Loan\
Federal Pelk 01. 1.1)01
Federal Work-Study 11:WS)
Title VII and Public I lealth Act Programs

To be eligible, you must ...
he a U.S. eititen or eligibly not-tent/en.
be registered with Selective Service (if required).
:mend a participating college.
he working toward a degree or certificate.
be making satisfactory academic progress.
not owe a refund on a Federal grant or be itt
default on a Federal educational loan. and
have financial need (except for Unsubsidi/ed
Stafford Loans).

In addition:
Federal student loans must be repaid.
Less-than-hall-lime students may be eligible for Federal
Pell Grants and some other Federal student aid programs.
Students who ha e received a bachelor's degree are
110I eligible for Federal Pell Cwants or FSEOG. but
may he eligible for other Federal student aid programs.
Students attending two schools in the same enrollment
period must inform both FAAs. Students call not recek e
Pell Grants at both schools.
Con\ ietion of dim: distribution or possession mal.
make a student ineligible.

DEADLINES
SIT0ENT A10--TANFARN I. 1997 To it sE 30. 11998

You should apply as early as possible but not before January
1.1997. Mailing in your form is only the first step in applying
for Niudent aid. Thisform can not he processed after June
30, 1998.

FOR ST %Tu.. STI:VENF AioSLE hma, 10
State deadline's may be earlier than the Federal deadline.
Your state may also require an additional form. Check the
requirements and deadlines.

rot( CoLLEGE AlaCityck Votit FINANCIAL Am °F-
t:WE. Colleges inav have their own deadlines and applica-
tions tor ass ardih.; student aid.

I

i It. %till tand your famiiy I hat e unusual eircitinstamxs, such as tuition

1

expenses at an elementary or seconday school. unusual medical or
dentld espenNes not Cos ered by insuranee. a family member ,.110
reeentl \ hccame unetnployed. or changes in income or assets that
affect your eligibility Iiir financial aid, complete this form and then
check with your college financial aid office.



Wok ksiti:ET #3 keep ou, ) 11111 I (Int t.'t III Ace If.)

.(Note. On this Mot k. heel. use amounts tor the calendar ear
from January I. 1996 to Decemher 31, 1996. rather than
amounts for the school year.

I. Gram and scholarship aid in excess ol tuition, lees. hooks. and required
supplies that you reported of %%ill i cporl on 1996 income tax return
(FAFSA questions 55 and/or 1.7) and/iir as your earned income
(FAFSA questions 57-58 andloi

2. Taxable earnings from Federal V:..)11,-Siod) inlier need based %I iii k programs.

3. Allowances and benefits received under the National and ('ommunity Service
Trust Act of 1993 (AnteriCorps awards).

4. Child support PAID because of divorce or separation, by student & spinis, or
by the parenns) whose income is reported on this form. I Do not itielmk. support
for children living in 3our home.)

S. 'fOTAI.: Write this amount in question 64 and/or 76:

. _

or question 64
Student/Spouse

IN

. _

For question 76
Parent10

.00

.00

Information on the Privacy Act and Use of Your Social Security Number
Thc Privacy Act of 1974 requires that each Federal agency that asks for
your social security number or other information must tell you the
following:

I. Its legal right to ask for the information and whether the
law says you must give it.

2, What purpose thc agency has in asking for it and how it
will he used.

3. What could happen if you do not gi ve it.

You must give your social security number ISSN) to apply fin Federal
student financial aid. Thc U.S. Department a Education's legal right
under the Title IV programs to require that you pro% ide us with your SSN
is based on Section 484i:1101(H) ()I' die Iligher Education Act of 1965. as
amended. Thc SSN is used under the Federal Pell Grant. Federal
Supplemental Educational Opportunity Grant. and Federal Work-Study
programs in recording information about poll- college attendance and
progress. and in making sure that you have received your money. The
SSN is also used under the Federal Family Education Loan, Federal
Direct Student Loan. and Federal Perkins Loan programs it) identif the
applicant. to determine program eligibility and benefits. and to permit
servicing and collecting of the loans.

If you arc applying for Federal student aid only. you must fill out
everything except questions 12. 18. 2)1-21. 22-23. 24-2g. 29. 30. 50. 92-
103. 104. and 105. If you wish to be considered for state student aRl. inu

must fill out all of thc questions, and do not answer -No" to question 104.
The authority to request all other information (excel)! the SSN) is based
On sections 474, 475, 476. 477. 479. 480, and 483 of the Higher
Education Act of 1965, as amended. This Information is used to
determine the amount of Federal student aid for nInelt 3ou may he
qualified.

The information which you supplied may be disclosed to third parties that
the Department has authorized to assist in administering Federal student
aid programs. This disclosure may include private firms that the Depart-
ment contracts with for the purpose of collating. analyzing. totalling or
refitting records in the system and n ho are required to maintain safe-
guards under the Privae) Aci. This ma) also be accomplished through
computer matching piogram other Federal agencies for verification
of inlormation as to e:Igituiny lor howfit programs. debt collection and
the prevention til fraud. nasu. and abuse. For example such computer
matching programs include the ones conducted with the Scleetise Service
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System. the Social Security Administration, and the Immigration and
Naturalization Service. and in cooperation with thc Department of
Justice to enforce Section 5301 i.E thc Anti-Drug Abuse Act.

Wc will provide your name. address, social security number, date of
birth, expected family contribution number, student status, and state (if
legal residence to the financial aid ageney(ies) in your Mate of legal
residence, even if you answer "No" in question 104. This information
will go to the state agencies in your state of legal residence to help
coordinate state financial aid programs with Federal student aid
prOgranis. We will also provide your application information to the
collegets) you listed in Section H. or its representative. Wc will also
seml your information to the financial aid agency(ies) in the lilt
which the collegosi is located. hut only if you do not answer "No" in
question 104. We will provide calculations and determination of
eligibility to the agency with which you filed a student aid application.
of another siMilar agent:), it you request us to do so. That agency May
also release mformatom received from the Department to Colleges. qate
scholarship agencies. and loan guaranty agencies that you have
designated to receive information. Also, we may send information to
memhers of' Congress if you ask them to help you with Federal student
aid questions. If your parents or your spouse provided information on
the (min. the) may lso request to see all the information on the
application (as covered by their certification).

If the Federal government. the Departntent. or an employee of the
Department is involved in litigation. we may send information to the
Department of Justice. or a court or adjudicative body. if the disclosure
Is related to financial aid and certain other conditions are met. The
information may also he made available to Federal agencies which have
the authority to subpoena other Federal agencies' records. In addition,
ne may send your Inlormation to a foreign. Federal, state, or local
enforcement agency if the intormation that you submitted indicates a
violation or potential violation of law. for which that agency has
jurisdiction for investigation or prosecution. Finally, we may send
information regarding a claim which is determined to be valid and
us erdue ii a consumer reporting agency. This information includes
identifiers from the record, the amount. status and history of the claim
antl the program under which the claim arose.

This form can not be processed after
June 30, 1998.

See pages 1 and 10 for deadlines.



Section 1996 Income, Earnings, and Benefits You must see Instructions, pages 5 and 6,
tax forms and tax filing status, especially if you are estimating taxes or filing electronically or by telephone.
tell you what income and benefits should be reported in this section.

The following 1996 U.S. income tax figures are from:

STUDENT (& SPOUSE)
Everyone must fill out this column.

53. Will in tote twat )

A-a completed 1996 IRS Form 1040A, 1040EZ. or 1040TEL

B-a cOmpleted 1996 IRS Form 1040

C-an estimated 1996 IRS Form 1040A, 1040E7.. or 1040TEL

D-an estimated 1996 IRS Form 1040

E--will nut file a 1996 U.S. income tax return (Skip to

1996 Total number of exemptions (Form 1040-line 6d,
or I 040A-line od: I 040EZ filers- see Instructions. pag(' 6.)

1996 Adjusted Gross Income (AGI: Form 1040-line 31. 55. $
1040A-line 16. or I 040EZ-line 4-see Instructions. page 6.)

question 57.)

54.

.00

1996 U.S. income tax paid (Form 1040-line 44. 56. $ .00

1040A-line 25. or 1040EZ-line 10

1996 Income earned from work (Student) 57. $ .00

1996 IncOme earned from work (Spouse) 58. $ .00

1996 Untaxed income and benefits (yearly totals only):

Earned Income Credit (Form 1040-line 54,
Form.1040A-line 29c, or Form 1040EZ-line 8) 59. $ .00

Untaxed Social Security Benefits 60. 5 .00

Aid to Families with Dependent Children (AFDC/ADC) 61. $ .00

Child support received for all children 62. S .00

Other untaxed income and benefits from Worksheet #2. 63. S
page II

.00

1996 Amount from Line 5. Worksheet #3, page 12 64. $ .00
/See Instrwions.

Section G: Asset Information ATTENTION!
Fill out Worksheet A or Worksheet B in Instructions, page 7. If you meet the tax filing
and income conditions on Worksheets A and 8, you do not have to complete Section G to
apply for Federal student aid. Some states and colleges, however, require Section G
information for their own aid programs. Check with your
financial aid administrator and/or State Agency. STUDENT (& SPOUSE)

Cash. savings, and checking accounts 77. $ .00

Other real estate and investments value 78. $ .00
(Don't include the h o me.)

Other real estate and investments debt 79 S .00
!Don 'r include the hmne.t

Business value 80. $ .00

Business debt 81. $ .00

investment farm value (See hownctionA. page .) 82. $ .00
(Don't Include o flintily farm.)

Investment farm debt (See Instructions. page 8.1 83. S .00
(Dtm't include Jnmilyjitrm.)
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for information about Page

These instructions will

PARENT(S)

65. (Fill in one ()val. )

A (-2

...T. 2

C'

67. $

68. 5

(Father) 69. $

(Mother) 79, $

(Skip to 69.)

66.

.00

.00

.00

.00

76. $

.00

-.010

.00

.00

.00

.00

Age of your older parent 84.

PARENT(S)

85 S

86.

87. S

88. S

89.

90. S

91. $

.00

.00

.00

.00

.00

.00

.00
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Section H: Releases and Signatures
92-103. What collegets do ou plan to attend in I 997-9W!

(Note: The colleges you list below will have access to your
application information. See Instructions, page 8.) .

XX.

92

94

96.

98

100

102

Title IV School Code College Name

Page 4

Housing lon-campus 3with parent(s)
codes 2oft-campus 4with relativelsiother than parentls)

College Street Address Rol City State

0 5 4 3 2 1 EXAMPLE UNIVERSITY 14930 NORTH SOMEWHERE BLVD.
ANYWHERE CITY

S T

E00576

Housing
Code

XX.

93.

95.

2

0
97. n
99.

101.

103..
104. The U.S. Department of Education will send information from this form to your state financial aid agency and the state

agencies of the colleges listed above so they can consider you for state aid. Answer "No" if you don't want information
released to the state. (See Instructions. page 9 an(1 "Deadlines for State Sttulent Aid." page 10.) 104. No cm 2

105. Males not yet registered for Selective Service (SS): Do you want SS to register you? (See Instructions. page 9.) 105. Yes .

106-107. Read, Sign, and Date Below
All ofthe information provided hy me or any other person on this form is true and complete to the hest
if toy knowledge. I understand that this application is being tiled jointly by all signatories If asked

hy an authowed official. I agree to give proolor the intOrmation that I have given on the. lorm. I realfte

that this motif may include a copy ot iny U.S. or state income lax return I also reali,e that if I do mit
give proof when asked, the student may he denied aid.

Statement of Educational Purpose. I certay that I will use any Federal Title IV. (-lEA funds I receive
during the awartl year covered hy thes application solely for expenses related to m) attendance at the

inn outton in higher education that determined or certified my eligibility tor those funds.

Certification Statement on Overpayments and Defaults. I understand that I may not receive any
Federal Tide IV. HEA t mid. if !One an iwerpaymem on an) Title IV educational grant to loan or am
m default on a Tole IV educational loan unless I have made satisfactory arrangements to repay or
otherw ise resolve the (iverpayment Of default. I also untkrstand that I must notit to school if I do
owe an overpayment or am in default.

Everyone whose information is given on this form should sign below. The
student (and at least one parent, if parental information is given) must sign
below or this form will be returned unprocessed.

106. Signatures (Sign in the boxes below.)

I Student

= Student's Spouse

Father/Stepfather

4 Mother/Stepmother

107. Date completed
Month Day Year

1 1997 C)
1998 C)

Section I: Preparer's Use Only
For preparers other than student, spouse, and parent(s).
Student, spouse, and parent(s), sign in question 106.

Preparer's name (last, first. MI)

Firm name

Firm or preparer's address (street. 66/. state, ZIP)

108. Employer identification
number (EIN)

OR

109. Preparer's social
security number

Certification: All of the-information on this form is true
and complete to the best of my knowledge.

.110. Prepurer's signature Date
,1

School Use Only

DIO Q Title IV Code
:FAA
I Signature '

MOE Use Only
Do nor write SPecial

in this bat- handle
---1

MAKE SURE THAT YOU HAVE COMPLETED, DATED, AND SIGNED THIS APPLICATION.
Mail the original application (NOT A PHOTOCOPY) to: Federal Student Aid Programs, P.O. Box 4008, Mt. Vernon. II, 62864-8608
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If our parent(s) are not tax filers. %. tile in your parents
eLmings from work in 1996. Add up the earnings front
your parents' W-2 Forms and an other earning from work
that are not included on the W-2 l'orms.

71-75. Untaxed income and benefits for 1996.

71. Earned Income Credit. Report the total amount of our
parents' Earned Income Credit from Form 1040-line 54. Form
1040A-line 29c, or Form I040EZ-line 8.

72. Untaxed social security benefits for 1996. Write in the
amount of untaxed social security benefits (including
Supplemental Security Income) that your parents got in 1946.
Don't include any benefits reported in question 67. Do not
report monthly amounts: write in the total for 1996. Re sure
to include the amounts that your parents got for you and their
other children.

73. Aid to Families with Dependent Children (AFDC or
ADC) for 1996. Do not report monthly amounts: write in the
total for 1996. Do not report social security benefits here.

74. Child support received for all children. Include
support received for the student. Don't report monthly
amounts: write in the total received for 1996.

75. Other untaxed income and benefits for 1996. Use
Worksheet #2 on page 11. Add up your parents' other
untaxed income and benefits for 1996. Be sure to include
your parents' deductible IRA/Keogh payments, if any.

76. 1996 Amount from Line 5, Worksheet #3. Enter the
total amount from Line 5 on Worksheet #3 on page 12. Write
in "0- if the worksheet items do not apply to your parents.

ArrENTIoN: COMPLETE WORKSHEET A 11' MI' ARE FILLING
our THE GRAY mso WHITE AREAS OR B ft YOU

ARE MUM; OUT TUE GREEN ANo WHITE AREAS TO SE 11,
You NEEH TO EISA. tArT SEtmoN G.

WORKSHEF.T A-SIMPLIFIED NUM TEST

I. Did or will you (and your spouse) file a 1996 IRS Form 1040. and
you (and/or your spouse) were not and are not eligible to file a 1996
1040A or 1040E2?

If "Yes"-fill out Section G. WHITE area, and the rest of this
form.

If "Nu"--1111 out the rest of this Worksheet.

Income front the STUDENT (S.: SPOUSE) column:

2. Question 55
OR

3. Questions 57 and 58
(only if you left question 55 blank)

.00

If the answer front either question 2 or 3 is less than S50,000. you do not
have to fill out Section G. Go on to Section It

If the answer front either question 2 or 3 is $50.1100 or more, complete
Section G and the rest of this form.
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V4*ORKSHEET It-SIMPLIFIED NEED,. TEST

I. Did or will you and/or your parent( s (both parents. if the arc
married) file a 1996 IRS Form 1040. and you and1or your
parent(st were not and are not eligible to file a 1996 1040A or
1040E2?

If "Ves"-fill out Section C, botn WHITE and CREEN areas,
and the rest of this form.

If "No"-fill out the rest of this Worksheet.

Income from the PARENT(S) column onl

2. Question 67
OR

3, Questions 69 and 7(1
( only if you left question 67 blank)

Ain

00

If the answer from either question 2 or 3 Ls less than $51000, you do not

have to fill out Section G. Go on to Section H.

If the answer from either question 2 or 3 is 350.000 or more, complete
Section G and the rest of this form.

Section G: Asset Information

Student (& Spouse) Asset Information

You must give information about your (and your spouse's)
assets in Section G. If you are divorced or separated and you
and your spouse have jointly owned assets, give only your
portion of the assets and debts. Bc sure to give information
about assets held in trust for you (and your spouse).

If you (and your spouse) have assets owned jointly with
someone elsesuch as a business or farm-give only your (and
your spouse's) portion of the assets and debts.

In Section G. do not include:

a home, if it is the principal place of residence.
a family farm, as defined in question S2.
personal or consumer loans, or any debts that are not related
to the assets listed.
the value of life insurance policies and retirement plans
(pension funds, annuities, IRAs, Keogh Plans. etc.). or
student financial aid.

77. Cash, savings, and checking accounts. Include the
current balance of checking or savings accounts unless you (and
your spouse) do not have access to the money because the state
declared a bank emergency due to the insolvency of a private
deposit insurance fund.

78. Other real estate and investments value. If you (and/or
your spouse) own other real estate or have investments. write in
how much they are worth today. Other real estate includes
rental property, land, and second or summer homes. Include the
value of portions of multifamily dwellings that are not the
family's principal residence. Investments include trust funds.
money market funds, mutual funds, certificates of deposit. stocks.
bonds, other securities. installment and land sale contracts (in(lud-
in mortgages held). commodities, precious and strategic metals.
etc. Do not include your home.

79. Other real estate and investments debt. Write in how
much you (and/or your spouse) owe on other real estate and
investments.



Section C: Your Plans Atm wer these queshons about your college plans.

24-28. Your expected enrollment status for the 1997-98 school year
(See Instructions. page 3.1

30.

31.

31.

Full
School term time

24. Summer term '97

25. Fall semester/qtr. '97

26. Winter quarter '97-98

27. Spring semester/qtr. '98

28. Summer tenn 98

r ,

3/4 1/2 Less than
time time 1/2 time

r- C
r".

Your course of study (See instructions for code. page J.)

College degree/certificate you expect tu receive
(Sec Invent:lima for co(Ie. page 3.)

Date you expect to receive
yOur degree/certilicate

Mood) Da

4

a

Sot
enrolled

Yeal

Your grade level during the I 997-98 scl ool year (Fill in only one.)
1st yr./never atiended college

1st yr./attended college before r.'') z

5th year/other undergraduate C.D

1st year graduate/professiiinal C.

e,

33-35. In addition to grants, w hat other types til
financial aid are you (and your parents)
interested in? (See instriernons. put!,. 3.

33. Student employment

34. Student loans

10

Yes So

35. Parent loans for students Yes No -

36. 11 you arc ow ere.) in college. do plan
to attend tlutt sante college in 1997-9N?

deAll't (1pply 10 you,
e blank.) Yes - I No

37. 1:m how many dependents will you
(the student ) pay child care or
elder care expenses in 1997-98?

38-39. Veterans education benefits you expect to
receive from July I. 1997 through June 30. 1998

2nd year/sophomore C.) 3 2nd year graduate/professional C:
3rd year/junior CD 3rd year graduate/prolessional

4th year/senior Beyond 3rd year
graduate/professional C.:.

38. Amount per month $ .00

39. Number of months

Section D: Student Status
40. Were you horn before January 1, 1974?

41. Are you a veteran of the U.S. Armed Forces')

47. Will you be enrolled in a graduate or professional

program (beyond a bachelor's degree) in 1997-989

43. Are you married'?

44. Are you an orphan or a ward of the court, or were

you a ward of the court until age 18?

45. Do you have legal dependents (other than a spouse)

that lit the definition in Instructions. page 4?

Yes (-

Yes (.7:

Yes

Yes .

Yes

No

No) C

No

NI 1

No

No

If you answered "Yes" to any
2 question in.Section D, go to

Section E and fill out both the
GRAY and the WHITE areas on
the rest of this form.

If you answered "NO" to every
question in Section D. go to
Section E and fill out both the
GREEN and the WHITE areas
on the rest of this form.

Section E: Household Information
Remember:
At least one "Yes- answer in Section D means fill out

I the GRAY and WHITE areas.

, All "No" answers in Section D means lill out the
; GREEN and WHITE areas.

STUDENT (& SPOUSE)

46. Number in your household in 1997-98
Iloclude pntrself and your spouse. Do not
include your children and other people
unless they Meet the definitiOti iii

PA RENT(S)

48. Your parent(s) current marital status:

49.

50.

single

married ...,

separated

divorced

Your parent(s1' state of' legal residence

Date your parent( sibecame legal
residenus) of the state in
question 49 (See Instructions. /my,. 5.)

SI. Number in your parent( household 'n 1997-98
(finitude yourself (Ind your parents. D» not inlude your

Mooloh Oa?

widowed -

Y

Stale

1 9

pa ye 4.)
parentS ether Children and other people unless they meet
the ddinution m Insirmmins. page 5.1

47. Number of college students in household in 1997-98
101 Me number in 46. how mony will lw in colleo
at least halrlinu, in (It least one term in nu
eligible program? Include yourself
See Instructions, page 4.)

52. Number of college students in household in 1997-98
(Of the number in 51. how many will he in usullege ot
least half-time in at least one tom in an eligible pro,gram?

..11Include yourself See Instructions, page 5.1

-1
---1
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"hat HaPPens exi?
\i;cti more information on Federal student aid? 'You can get
more infunnatimi lii i» 1114 Am, 61(seli. I mm14.1,11 :Aid Irmo Mr

Orportimm Edui alum. Tn get Irce %k rite to:

Federal Student Aid Intormation Center
P.O. \
Washington. DC 2fifi44

The U.S. Department II.' mso o Ias a toll-free number to
answer q(iestions about Federal NIII(lent aid progiams. This
number is I-800--I-FEI) All) I-SOO-03-32431.

If yitu are hearing-impaired and have a TDD machine. you may
call toll-free TDD 1-800-730-89

Vhat happens after I mail in my form? Within four weeks,
the U.S. Department of Fdticatimi will send you a Student Aid
Report (SAIL). On the SA R s ill he either a request for further
informatiim or a number called an Expected Family Contrilm-
(ion (FTC). We use a formula established by law to figure the
ITC front the information you give us. Your college uses the
EFT' to determine the amount of ymir Federal grant. loan. or
ss ork-study award. if you ale eligible.

Your college or the U.S. Department of Education may ask you
to prove that the information you gave on your application is
true. Ile sure to make a copy of your application form before
mailing it.

Check v. ith inii I iii.11ll. 1:11

aid ailitimistiatot
Check 41111110M bilkino;i1

.0111.1111,11.111

SSIG - Sla 31. 1997
Check k% 'oh hr

ailiiiiindialor
June 311. fills date

ecei%

Apt 1991' . dale

we...Red
Slaich 2. 19,)7 - date
1,,istittarkeil

IX:termini:11
Cheek 411

...Id administrator

..xpril 15. 1997 - dare

receis eil
.11311e 24. 199% (laic

receised hs state
Slay 15, 1997
iMINSesCli

1)1.10111111Cli ,111.101

Chea ss 1111 \ our fimineial

aid adminisirator
Slatch I. 1997

school
Pot inte applieant -
(K.mbei I. 1997
For pplicants .
June I. 1997
date proces.ed

\ fiat if I get a NAR or I need allottitT k up.% id 11

S.-UV ou do not get a SAR sslthirl tour weeks. call this

Vederal student aid inforntation number. I-319-337-5665. You
can find out if your application has been processed, or you may

request duplicate copies of your SAR.

What if my situation changes? Some questions ask you to
make projections, for example. about your famil status for the
cooling year. If your answers to these questions change. wait
until you receive your SAR. then check with your financial aid
administrator. The incm»e and expense information reported on
this fonn must he accurate fm the past year ( IQ)( ). not for the
coming year. If your financial situation changes. check with
your financial aid administrator.

How long does it take to complete this application? Accord-
ing to the Paperwork Reduction Act of 1995, no persons are
required to respond to a colk.clion of information unless it displays
a valid OMB control number. Tlw valid OMB control number fin-
this inlOrmation collection is 1840-0110. The time required to
complete this information c illect ion is estimated to average from
one hour to One hour and thirty minutes, including. the time to
review instructions. search existing data res, iurces. gather the data

.n.inination ciillection. If youneeded, and ccultplete and review tl I

have any continents conceniing the accuracy of the time estimate(s)
of suggestions for improving this form. please write lo: U.S.
Department of Education, Washington. DC 202(12-4651. If you
have eonmients or cinleern regarding the status of your individnal
submission of this form. write directly to: Application and pell
Processing Systems Division. Department of Education. 600
Independence Avenue. S.W., Washingum. DC 2(1202-5453.

Deadlines for State Student Aid

IN For priiiiit consideration -
Minch I. 019/

mstmarkcil

IA April 21. 1997 - date
received
For II/ 111111 \ 1211111.1 (114111114

Apili I 1497 11:111:

processed
KV 1-or consider:mon -

Starch 13. 1997 - dale
weviseil

1.A Minch 15. 1997 - date
piNlittalki:(1 (IR
April I. 1497 11.114:

I esTI

Check st ith o(I) filiancial
aid administrator

Stl Slay I. 1997 - date
revel% ed

MI) March I. 0)97 - date

NIA For pritirii considcraillull -
Sla I. 1997
date re:eked

S11 IIS Seniors -
Fchromy 21. 1,07
('ollege sindems -
Slareh 21. 1997
)ate [co.:keit

Sus; Jim,. :0, 1995 - date

received

KS

Additional torm may hi: required. ("ontact %UM' )mam:ha :oil
administrator or >our siaie ageiwy.
Applieants encouraged io ohlitio proof or mailing

tsiole: Date reeeieil ineaus -.it Ow address 1111

..Nv

Nil Ntay 1. 1997 date

reeeked
1946.97

(WWII IZitirient,
Jfille 1997

All 'miller applicant
Octifher I. 1997 for
fall & spring toms
Minch I. 1995 for
spring IC11111,10 \

dab: Cil

NM ( 44 itk 1 .our financial
aid aillininsirator

'N'1" Sla I. dm;
posimamked

N(' 15. 1997 - date
received
April 15. 1910 dame

Ili:lammed by :11g114

NJ

ND

()II (),,ioho' I. 1997
date wick ed

- date
recoved

OR None - comingem lilt
funding - date received

031 All state

recipients - Slay I. 1997

- 10 -

PR

RI

'SC

TN

*TX

4'vt

vA
WA

4:\vi

w y
'FM

Non-I996. 97 Slate grant
tecipients enrolling in
degree programs -
May I. 1997
All other applicants -
August I. 1997
dame receis ed

May 2. 1998 - date
application signed
March I. 1997 - dine
received
June 31). 1997 -

date received
Docrolined by school
May I. 1997 - date
processed
Determined by school
Dciermined by school
None
Check with your financial
aid administrator
Doennined h school
Determined by school
March I. 1997 - date
reccii.ed
None - contingent On
funding
Determined hy school
Cheek with your
f inanelal aid adminisirmor
ChM: with our financial
aid admillistrattir
Check uk your financial
aid administrator
Check with your financial
aid adminislrahir

EST COPY AVAILABLE



M. Business %aloe. Ii (11.11andior ollt spu e ii.. !`,;111CNs.
'Ante in how much the business wonh toda. lnJude ;he market
%alue ot land. buildings. machiner equipment. Inxentones. etc.

81. Business debt. Write in what you (and/or your Npouse
owe on the business. Include only the present mortgage and
related debts for which the business was used as collateral.

82. investment farm value. If you (and/or your spouse) own
an investment farm. write in the value today. Include the
market value of land. huildings. machinery. equipment, live-
stock, inventories, etc. Do not include a family farm if it is y our
principal place of residence and you claimed on Schedule I. of
the lax return that you "materially participated in the farm's
operation."

83. Investment farm debt. Write in what you (and/or your
spouse) owe on the investment tarm. Include only the present
nairtgage and related debts for which the farm was used as
collateral.

Parent(s) Asset Information

You must give information about your parents' assets in
Section G. If you are giving information for only one
parent and that parent has jointly owned assets. give only
that parent's portion of the assets and debts.

If your parents have assets owned jointly with someone
elsesuch as a business or farmgive only your parents'
portion of the assets and debts.

In Section G. do not include:

a home, if it is the principal place of residence.
a family farm, as defined in question 90.
personal or consumer loans, or any debts that are not
related to the assets listed.
the value of life insurance policies and retirement plans
(pension funds, annuities, IRAs, Keogh Plans, etc.). or
student financial aid.

84. Write in the age of the older parent for whom you are
giving information on this form. Refer to page 5 to see
whose information you should he reporting on this form.

85. Cash, savings, and checking accounts. Include the
current balance of checking or savings accounts unless your
parents do not have access to the money because the state
declared a bank emergency due to the insolvency of a private
deposit insurance fund.

86. Other real estate and investments value. If your
parents own other real estate or have investments, write in
how much they are worth today. Other real estate includes
rental property. land, and second or summer homes.
Include the value of portions of multifamily dwellings that
are not the family's principal residence. Investments include
trust funds, money market funds, mutual funds, certificates
of deposit, stocks, bonds, other securities, installment and
land sale contracts (including mortgages held), commodi-
ties, precious and strategic metals. etc. Do not include
your parents' home.

87. Other real estate and investments debt. Write in how
much your parents owe on other real estate and investments.

Nti. Business %atm% I

now much the business
value of land. buildings

LI
oUl parents ov, II a 1;:t4;

IS worth toda . Indude the market
, machinery, equipment. inventories. etc.

89. Business debt. W.
business. Include only
tor which the business

'rite in what your parents owe on the
the present mortgage and related debts
was used as collateral.

90. Investment farm value. If your parents own an investment
farm, write in the value of the farm today. Include the market
value of land. buildings. machinery. equipment. livestock.
inventories. ctc. Do not include a family farm if it is the
principal place of residence and your parents claimed on
Schedule F of the tax return that they "materially participated in
the farm's operation."

91. Investment farm debt. Write in what your parents owe
on the investme»t farm. Include only the present mortgage
and related debts for which the farm was used as collateral.

Section H: Releases and Signatures
92-103. By answering questions 92 through 103, and signing
this form, you give permission to the U.S. Department of
Education to provide information from your application to the
college(s) that you list in Section H. You also agree that such
information is deemed to incorporate by reference the Statement
of Educational Purpose on page 4 of the application. Colleges
that receive information electronically or on tape or cartridge
will get your application information automatically. Colleges
use this information to help estimate the amount of your
financial aid package. Do not write in the name of a college if
you don't want it to receive your application information. You
may leave questions 92- 103 hlank if you do not know which
colleges you are interested in. hut if you do. we will not send
your application information to any colleges.

Your application may he processed faster if you write in the
Title IV School Code and ihe name of the college only. Check
with Vour financial aid office. your high school counselor, or
your public library for the Title IV School Code list provided by
the U.S. Department of Education. You can also find the code
list on the Department's Web page at http://www.ed.gov/
offices/OPE. The Title IV School Code is always a six-
character code that begins with "0- (zero), "G," "B," or "E."

If you can not get the Title IV Code, write in the complete
name, address, city, and state of the college(s) that you are
interested in attending. Write clearly. It is very important to
write the correct city and state or Title IV School Code so that
your college can he identified. If a college is a branch campus.
include the complete name of the branch. Also. indicate if it is
a specific part of a university.. such as the law school.

For each college, select the housing code number that best de-
scribes the type of housing you expect to live in if you attend that
panicular college. Write the housing code number on the line for
that college. In question 92. write in the name and address of the
college that you are most likely to attend. (Note: States often
consider the college you write on the first line in determining
their awards for state aid.) In question 93. write in your expected
housing code tOr that college. Continue in the same way for
question 94 if you are applying to more than one college. Do not
write mow than one college and housing code on each line.
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1111(lt ilt Npuljm. IP/11 III( milt. Larniirgs..iini !Anent.

53 1996 t .S. income tax form. 1.111 in onl one o al to
indicate w luh IRS form k1/4 a, filed iir v, ill he filed for 1996.

If yon are eurrentl divorced, separated, or widowed. hut you
hied tor will file) a joint tax return kir 1996, give only your
portion of the exemptions. income, and taxes paid asked for in
questions 54 through 63.

II you are married and you and your spouse hied (or \kil) filet
separate tax returns for 1996, be.sure to include both your and
your spouse's exemptions and income in questions 54 through
63. even if yotl Were not married in 1096.

Use the tax return to fill out questions 54 through 63.

54. Total number of exemptions f6r 1996. Write in the number
from Form 1040-line 6d or 1040A-line 6d. If you (and your
spouse) used the 1040EZ and answered "Yes" on Form 1040E7.-
line 5. use the 1040EZ worksheet (line F) to determine the number
of exemptions ($2550 equals 1 exemption). If vou answered
"No," enter "01" if you are single or "02- if you are married.

55. Adjusted Cross Income (ACI) for 1996. Write in the
amount from IRS Form 1040-line 31, Form 1040A-line 16, or
Form 1040EZ-line 4.

Use Worksheet #1 on page 11 to answer question 55 if you
do not have a 1996 tax form but will be filing one.

56. U.S. Income tax paid for 1996. Write in the amount from
IRS Form 1040-line 44. Form 1040A-line 25. or Form 1040EZ-
line 10. Make sure this amount doesn't include anY FICA, self-
employment. or Other Taxes from Form 1040. Don'( copy the
amount of "Federal income tax withheld" from a W-2 Form.

57-58. Income earned from work in 1996.

If you filed or will file a tax return, include the "wages.
salaries, tips. etc.- from your (and your spouse's) Form 1040-
line 7. 1040A-line 7. or 1040F2-line I. If you (and your spouse)
Filed a joint return, report your and your spouse's earnings
separately. If you (and your spouse) own a business or farm.
also add in the numbers from Form 1040-lines 12 and 18.

If you are not a tax filer, include your (and your spouse's)
earnings from work in 1996. Add up the earnings from your
(and our spouse's) W-2 Forms and any other earnings front
work that are not included on the W-2 Forms.

59-63. Untaxed income and benefits for 1996. Don't
include benefits reported in questions 71 through 75 of the
Parent( s ) column.

59. Earned Income Credit. Report the total amount of your
(and your spouse's) Earned Income Credit from Form 1040-line
54. Form 1040A-line 29c. or Form 1040EZ-line 8.

60. Untaxed social security benefits for 1996. Write in the
amount of untaxed social security benefits (including Supple-
mental Security Income' that %km (and your spou,e, got in
19%. Don't include any benefits reported in question 55.
Don't report monthly amounts: write.in the total for 1996. Be
sure to include the amounts that You got for your children. Do
not include amounts your parents received for you., which
should be reported in questions 72 through 75.

(11. kid to t. utoiliv% w nIt Dcpendvot hildren t AFDC or
ADC for 1996. 1)41111 report montlit amounts: write in the
total for 1996. Don't report social securit benefits here.

62. Child support received for all children. Don't report
monthly amounts; write in the total received for 1996.

63. Other untaxed income and benefits for 1996. Use
Worksheet #2 on page II. Add up your (and your spouse's)
other untaxed income and benefits for 1996. Be sure to include
your (and your spouse's) deductible IRA/Keogh payments. if
any.

64. 1996 Amount from Line 5, Worksheet #3. linter the
total amount on Line 5 from Worksheet #3 on page 12. Write
itt "0" if the worksheet items do not apply to you (and your
spouse).

Parent(s) 1996 Income. Earnings. and Benefits

65. 1996 U.S. income tax form. Fill in only one oval to
indicate which IRS form was filed or will be filed for 1996.

If you are giyine information for only one parent and that
parent filed (or will file) a joint tax return for 1996, give only
that parent's portion of the exemptions, income, and taxes
paid asked for in questions 66 through 75.

If your parents are married and they filed (or will file)
separate tax returns for 1996. be sure to include both parents'
exemptions and income in questions 66 through 75.

Use the tax return to fill out questions 66 through 75.

66. Total number of exemptions for 1996. Write in the
number from Form 1040-line 6d or 1040A-line 6d. If your
parent(s) used the 1040EZ and answered "Yes" on Form
1040EZ-line 5. use the 1040EZ worksheet (line F) to deter-
mine the number of exemptions (52550 equals 1 exemption).
If your parent(s) answered "No," enter "01" if your parent is
single or "02" if your parents are married.

67. Adjusted Gross Income (AGI) fop 1996. Write in the
amount from IRS Form 1040-line 31, Form 1040A-line 16, or
Form 1040EZ-line 4.

Use Worksheet #1 on page 11 to answer question 67 if
your parents do not have a 1996 tax form but will be filing
one.

68. U.S. income tax paid for 1996. Write in the amount
from IRS Form 1040-line 44, Form 1040A-line 25. or Form
1040EZ-line 10. Make sure this amount does not include
any FICA. self-employment. or Other Taxes from Form 1040.
Don't copy the amount of "Federal income tax withheld"
from a W-2 Form.

69-70. Income earned front work in 1996.

3 3

If your parent(s) filed or will file a tax return, include
the "wages. salaries, tips:etc." from your parents' Form
1040-line 7. 1040A-line 7, or 1040EZ-line I. It' your
parents filed a joint return. report your father's and
mother's earnings separately. If your parents own a
business or farm, also add in the numbers from Form 1040-
lines 12 and 18.
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FreeApplicationfor F ederal Student Aid
1997-98 School Year

WA It NI \f". If tm, vurlioseI give fake or
tmsle.R1111:4 intottliation (it this form. on ma he
wed 's Winn sem io pi twit. Or

-You" and "your" on this form al%Aays
mon the student who wants aid.

I oti.
05111 NI. 1540-0110

I.,p mJ tio/N

I N thponmeill lAimicammomm

Nimutlem hihm.i.ol
As.1.1.mitte NI op. .....

I've dark ink. Ilake capital letters
and numbers clear atm! legible. LE X M 2 4i

Fill in ovals completely. Corrcti Incorrect marks Incorrect
win be ignored. xOnly OM' oval per queAtion.

ection A: You ((he student)

l'ou name

l'our litlt: (o)ti,,md)

4-7. Y(iur permanent mailing address
(Ai/ moll trill Aelli 1(1

ruhliTAA. .See lltullifelaoa.s. rage 2
.for mialen.onlary obbreriali, WA. )

N. Your social security number
(SSN ) Matil blank.
See Instructions. page 2.)

9. Your dine of birth

10. Your perinanent !untie
telephinic number

I I. Your stale of legal residence

I. Last name

Mr. Miss. Mrs.. or Ms.
4. Nutnher micei i Ittelmle apt. it

2. hod name 3. M.I.

Month Day Yea:

1 9

Area code

12. Dale you became a Iegal resident
()I the state in question I I

(SIT hmAllUelitIll.m. pa 2.)

3-14. 'Your driver's license number Ilnclude lie state ublvei ha um.
vou dolt ! hour a lim otsc. write in -114nte.-1

state I.ieen..e !minim

Month Da Veal

1 9

15-16.

6. State 7. ZIP code

Are you a U.S. cit
(See htsmulions. pages 2-3.)

Yes. I am a U.S. citizen.
No. hut I am an eligible noneitizen.

A
No. neither of the above.

17. As of today. are you married? (Fill in (in/vole oral.)

:nu not married. am single.
wid(med. or divorced.)

I am married.

I am separated hoin My spouse.

18. Date you were married, separated. divorced, or
widowed. If divorced. use date of divorce or
separation. whichever is earlier.
(1.1 never married, kare blank.) won, Year

1 9

19. Will you have your first bachelor's
deeree before July I. 1997?

Yes CI) I

No

;ection B: Education Background
.0-21. Date that ou (the student ) received, or will

receive. our high school dipltnna. either
( Ewer one Sate. Leine blank if
the gays-lion do(.% lull apph 10 ymc )

* by gradihuibll Cr)'m high 'schoui 20.

OR

by- earning a (11'.1)

Month Year

1 9
NIonnt ea

2 i
1 9

22-23. Highest educational level of grade level your
father and your mother completed. (Fill in one
oval for each parent. Sec Instructions, page 34

22. Father 23. Mother

I
elementary school (1<-8)

high school (9-121

college or heymul

unkihImyii

If you taut! our .11mI , hams unusual circumstances. complete this form and then check mm iii IMF 1111111ilai admintiratot. Examples.
a ramil menthei ho receml heeame unemployed. ortuition e \penses at an elementar secondary school.
other unusual ctritousIanies such :IN changes in income orU111.1SlIal medical or dental expenses not covered

by insuratu:e. assets that might affect }our eligibility for student financial aid.
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36. A11,..\;': "1 es' it !.
;11.111 1,1 111;i1 sairie cilli. . 1i HOT 9N lit

t i. Wean allellt.1111::: nr the
most recent college oil hat e attended. If you are still in high
school and are tor were, enrolled in college. lea% e this question
blank. Also. LIN e this question blank ii you hat e net er pre% i-
ously attended college.

37. Report the number of people in your household ha- tt hoin
you. the student. w ill pay dependent care expenses while you
arc in college. for example. day-care ot bab -sittim.,! expenses

38. Write in the amount ol eterans elueaiiini benefits vnu. the
student. expect to receive per month Iron) July I , 1997 through
June 30.. 1998. The benefits you shoukl write in include, but are
not limited to. these programs: Selectite Reserve Pay (Mont-
gotncry Bill-Chapter 106), New CI Bill (Montgomery Cl
Bill-Chapter 30). Post-Vietnam Veterans Educational Assis.
lance Program IVEAP1 (Chapter 32). Vocational Rehabilitation
(Chapter 311. REPS (Restored Entitlement Benefits for Survi
vors-Section 156), Educational Assistance Prligram (Chapter 1071.
and Dependents Educatiinial Assistance Pnigram (Chapter 35).

Don't include Death Pension or Dependency & Indemnity
Compensation (DIC).

39. Write in the number of months from-July I. 1997 through
June 30.1998 that you expect to receive veterans education
benefits.

Section D: Student Status

Answer each of the questions numbered 40 through 45 with
either "Yes" or "No." A blank cou 'Hs as "No."

40. Fill in the correct oval. (See your answer to question 9.)

41. Answer "Yes" if you:
have engaged in active service in the U.S. Army, Navy,
Air Force. Marines. or Coast Guard, or were a cadet
of midshipman at one of the service academies, and
were released under a condition other than dishononible; or
are not a veteran now hut will he one by June 30.1998.

Answer "No" if you:
never served in the U.S. Armed Forces.
are only an ROTC studem.
are currently a cadet or midshipman at a sert ice academy.
are only a National Guard or Reserves enlistee and were
not activated for duty. or
are Currently serving in the U.S. Armed Forces and will
continue to serve through June 30.1998.

42. Answer "Yes" if you will be enrolled in a graduate or profes-
sitmal program (a course of stud) beyond a bachelor's dc:.:!ree I in
the first term of 1997-98. If your graduate status will change
during the school year, see your financial aid administrator.

43. Answer "Yes" if you are legally married as of today.
Also. answer "Yes" if you are separated. "Married" does not
mean living together unless your state recognizes your ielation-
ship as a common late marriage.

44. Answer "Yes" it I li you are currently a ward of the court or
were a ward of the court until age 18. or (2) both your parents are
dead and you don't have an adoptive parent or legal guardian. For
a definition of "legal guardian," see page 9.

235

45 An.tter "1 es" 1: )ou Irat tt tut get ins re than hall ot

weir suilsIr1 from tit Also answer "Ye.,." if idler people (not our

s5 inc lit e with vitu and get mitre ttiiii h,111 of their suppon froni
and will continue to get that support during the 1997-98 lchixil yvar.

Important Instructions for Sections E. F. and II

The question numbers on this form correspond with the infor-
mation that will be printed on your Student Aid Report (SARI.

If you ;instt ered "Yes" to any of the questions in Section I , you
(and your spouse if t iiii iie married) Must fill out both the
WIIITE areas and the GRAY areas. Questions that you, the
student (and your spouse). must complete are numbered 1-47,

53-64, and 92-1 1 : sonic cases, you must also complete
questions 77-83 about your (and your spouse's) assets.

I you answered "No" to every one of the questions in Section
D. then you must fill (tut the WI IITE areas (about yourself) and
die GREEN areas about your parents. Questions that you and
your parents must complete are numbered I -45.48-76. and 92--
110: in some cases you must also complete questions 77-91
about your and your parents' assets.

Ay! IiN HoN: (;RAI)tiATF At."I'll
II you are appl iiii lor aid Iron, iI iuti,iie progranr.
atoliorucd whIcr VII 01 the Public Health Service Act, yon must
goe inlorniamion allow your pion,. even if yott an% \vercd "l'es" to
one ol queslions in Section I) hi you are inisuic about the

iheLk ii. th lilt: 1111,111e1:11 aiut adiiiiiio..1rator al Ow collegc
ou pion ii Mold II 1111 0.11Ce prental infiqination.

compleie (lie GREEN, GRAY, ;Ind W. 1111111 ;atc.is inakt sure than al
Icasi one parent signs Phi.

Section E: Household Information

Student (4L: Spouse) Household Information - GRAY Area

Fill out this section with information about yourself (and your
spouse). If you are divorced. separated, or widowed, don't
include information about your spouse.

46. Write in the number of people in your household that you
will support between July 1.1997 and June 30. 1998.
Include yourself and your spouse. Include your children if
they get more than half their support from you. Include other
people only if they meet the following criteria: 1) they now
live with you, and 2) they now get more than half their
support from you and they will continue to get this support
between July I. 1997 and June 30.1998. (Support includes
money, gifts. loans. housing..food, clothes. car, medical and
denwl care. payment of college costs. et('.)

47. Write in the number of people from question 46. includ-
ing yourself, who will be college students between July I.
1997. and June 30. 1998. Always include yourself, even if
you will he enrolled for less than half-time. Your spouse and
other family members may be counted as college students
only if they are enrolling (or are accepted for enrollment) for
at least 6 credit hours in at least one term. or at least 12 clock
hours per week, even if they do not complete a term. To he
counted here. a college student must be working towards a
degree or certificate leading to a recognized education
credential at a college that is eligible to participate in any of
the Federal student aid programs.
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Parentisi Household Information - GRLEN Areas

Read the descriptions that follow. Fill in all the ovals that
apply to-ou and follow the instructions.

.._ our parents are both living and married to each
other. Answer the questions on the rest of this form about them.

1 ou have a legal guardian. Answer the questions on
the rest of this form about your legal guardian. For a defini-
tion of "legal guardian- see page 9.

Your parents have dixorced or separated. Answer
the questions on the rest of the form about the parent you
lived with most in the last 12 months. If you did not live,with
one parent more than with the other, answer in terms of the
parent who provided the 111(ml/wine/a/ support during the
last 12 months, or during the most recent calendar year that
you actually were supported by a parent. (Support includes
moneY giftc. loans. housing. Pod, clothes, car, medical and
dental care, payment (i college costs, etc.)

. Your parent is widowed or single. Answer the
questions on the rest of this form about that parent.

, You have a stepparent. If the parent that you counted
above is married or remarried as of today. you must include
information about your stepparent (even if they were not
married in 1996).

If you are giving information about your stepparent, note
that whenever we say "parents" on the rest of this form,
we also mean your stepparent.

48. Show the current marital status of the people that you
give information about on this form. For example, if you
give information about your mother and stepfather, fill in the
oval that says "married.- because your mother and stepfather
are married.

49. Write in the two-letter abbreviation for your parent(s)'
current state/country of legal residence. See the list of
abbreviations on page 2. Residency (domicile) is your
parents' true. fixed, and permanent home. If your parents are
residine in a state for the sole purpose of attending a'college,
don't count that state as their legal residence. If your parents
are separated or divorced, use the state/country of legal
residence for the parent whose information is reported on this
form.

50. Write in the date your parent(s) became a legal
resident(s) of the state you listed in question 49. If your
parents became legal residents of the state at different times.
use the date for the parent who has been a resident the
longest. If your parents are divorced or separated. use the
date for the parent whose information is reported on this
form.

51. Write in the number of people in your household that your
parents will support between July I. 1997 and June 30. 1998.
Include your parents and yourself. Include your parents' other
children if they get more than half their support from your
parents. or if they would be required to provide parental informa-
tion when applying for Title IV Federal student aid in 1997-98.
Include other people only if they now live with and get more than

halt then %teen '17 rt parcilts
support between Juls 1,1997 and June 30. 1998.
(Support includes tmmey. gilts. loons. holistoK..food. cloth".
car. medical and dental care. MYMent collegc cogs. etc

52. Write in the number of people from question 51 who
will be college students between July I. 1997 and June 10.
1998. Always include yourself, even if you will be enrolled
for less than half-time. Your parents and other family
members may he counted as college students only if they are
enrolling (or are accepted for enrollment) for at least 6 credit
hours in at keist one term, or at least 12 clock hours per week.
even if they do not complete a term. o he counted here, a
college student must he working towards a degree or certificate
leading to a recognized education credential at a college that is
eligible to participate in any of the Federal student aid programs.

Section F: 19% Income, Earnings, and Benefits

Tax filing information for Section F

Won't file a tax return. Even if you. your spouse. and/or
your parents don't file an income tax return for 1996, you will
need to know earnings for the year. Use your W-2 Forms and
other records to answer the questions here.

Tax return not completed - how estimated taxes are
handled. We recommend that you complete your income tax
return before filling out this application. However, it may he
necessary to estimate tax information to meet slate and college
deadlines. When your application is compared with the official
1996 IRS Form 1040, 1040A. or 1040E7. that you and your
family file, the financial information must agree. If there are
differences, you will need to corredthe information and send
it back to the U.S. Department of Education. This could mean a
delay in getting your student financial aid.

IRS Form 1040 filers. In certain instances, you. your spouse.
or your parents may have filed a 1996 IRS Form 1040. even
though you were not required to file a Form 1040. Tax
preparers often file a Form 1040 or an electronic 1040 on
behalf of the tax filer, even thoueh that person's income and
tax filing circumstances would allow him or her to Me a
1040A or 1040E7. If you are sure that you. your spouse. or
your parents are not required to file a Form 1040, then fill in
either oval -A" or oval "C" in question 53 and/or question 65
to indicate eligibility to file a 10401 or 1040E7_

IRS 1040TEL filers. if you filed or will file a 1040TEL (tax
filing by telephone). fill in the oval for either the completed or
estimated 1996 IRS Form 1040E7_ in questions 53 and/or 65.

Puerto Rico Tax Filers, Foreign Tax Return Filers, and
Native Americans, see page 9.

In Section F. if the instructions tell you to skip a question.
leave it blank. If ymir alls55 er to a question is "none" or
"zero.- put a zero in are zniswer space. Do not leave it blank or
use dashes. For example:

St
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Instructions
FOR CREEN
SHADED
AREAS

...1FOR GRAY

SHADED
AREAS

Before you begin to fill Out this form, TEAR IT OUT and la \ II

alongside the instruction hook so that you can cheek for
additional instructions as you go along.

The GREEN and GRAY reas indicate which instructions
arc tor which questions. Read the instructions as you MI out
this form. Mistakes will delay the processing of your applica-
tion.

Sonic questions on the form are self-explanatory, and no
additional instructions are provided. These are questions 9. o,
and 17.

Although other people (besides the student who IS applying fOr
aid) may help fill out this form, it is about the student On this
form, the words "you- and "your- always mean the student.
The word "college- means a college. university, graduate or
professional school, community college, vocational or technical
school, or any other school beyond high school.

If you need more help, ask your high school guidance
counselor or your college financial aid administrator to
explain the instructions to you.

When You Fill Out This Form
You must use a pen With black or dark ink, or a #2 pencil.
Fill in ovals completely, like this: If you make a mistake,
erase completely or use white-out. Don't X through an oval.
Do not write comments or notes in the margins. They will
be ignored and may interfere with processing. Print carefully!
Round off all figures to the nyarest dollar. For 50 cents or
more, round up: for 49 cents or less, round down.
For dates, write in numbers that correspond to the month.
day, and year. Most dates have "19- preprinted. For November 7,
1974, write in 11 07 19 74. Graduation dates might he after the
year 2000. For April 23. 2003, for example. write in 04 23 2003.
Tlie "school year" covered by this form is the school year fmm
Julv I. 1997 through June 30. 199X,
Don't include notes, tax forms, or letters except for special
signature documents. Check with your financial aid adminis-
trator if you have unusual circumstances.

Records You Will Need
Keep these records! You may need them again.

Student's driver's license and social security card
W-2 Forms and other records of money earned in 1996
19% LS. income tax return (IRS Form 1040, 1040A. or I 040EZ1
If you haven't completed your tax return. see page 5.
Records of untaxed income, such as welfare, social security.
AFDC or ADC. or veterans benefits
Current bank statements
Current mortgage infortnation
Business and farm records
..ecords of stocks, bonds, and other investments

Special Instructions. If you (your spouse or parents) file a
Puerto Rico or foreign tax return, see page 9. If you are a
Native American or a citizen of the Federated States of
Micronesia, the Marshall Islands. or Palau. see the special
instructions on page 9.

Section A: You (die student

1-3. (.se your proper name, not a nickname. Your social
security number ISSN) and your name should match the number
and name on your social security card. If there are differences.
you sluiuld update your information with the Social Seeurit)
Administration,

4-7. Write in your pernumenl mailing address. All mail will
be sent to this address. Don't use the address of the financial
aid office or any othei office. Use the state/country abbrevia-
tions list below..

State/Country A hbre% iatioits

Al. Alabama
AK Alaska
AS Ameriean S:1111.;.

Ad, ma

IA
KS

I . A

lost:,

Kansas
NC North ('arohna
NI) North Dakota
OH (Mot
OK Oklahoma

WI Vs isconsin
WV W.
Miluar

.AI( 511, Sham. OR Otegon Al:
CA CA11,0,11.,

(1) Colorado
St 1 m Slar1:aid

Nta,1,1,,,,tis
Peni"ylvIima

PR Vomit Rico
Al'

CN Canada
(-I Connecticut sit Sits luraii RI If Witte Nand FM Federated
DI: Dclawaie SIN !Omni:soul Sr South Carolina States of
DC Disirici oi 515 Stoossitsisi SI) South Dakota Mieroneta

Columbia 510 Nlissoni N onnt,sec MH Marshall
Florida Sit Montan:. TS e ias Island,

(;A Geoig i.s NI: Nebraska UT Utah MX Mexico
Cd: ( ivam NV Nt.s :Ida v r Vermont Mf' Northern
III 1 last au NII Neu 1 lainpsluie V I V Itizin Islands Islariana
II) Idaho N.I Nos ic,`," vA VIrpma Islands
II. Illinois 5.51 Ness Sle \is o WA Wash! tiginn lox Palau

IN Indiana NY NC. Volk WV West Virginia

If your place of residence is not on the list above, leave the state
ahbreviation blank and write the name of your city and territmy
or country in the space for city.

8. You must write in youi social security number (SSNI to be
considered for Federal student aid. It' you don't write your SSN.
this form will be returned unprocessed. The Privacy Act
statement on page I 2.gis es information about your protecti(1n
and how your social security number can be used.

11. Write in the two-letter abbreviation for your current
state/country of legal residence. Use the state/country
abbreviations list abose. Residency (domicile) is your true.
fixed. and permanent home. I f you moved into a state for
the sole purpose of attending acollege. do not count that
state as your legal residence.

12. Write in the date you became a legal resident of the state
you listed in question 11. If you've always lived in the state,
you may use your date of birth as the date of legal residence. If
you don't know the exact day that you became a legal resident.
provide the month and year.

13-14. Write in your drier's license number, starting with the
abbreviation of the state in which the license was issued (Use
the state/country abbreviation list above). If you have a driver's
license, you must provide the license number if you previously
received. or plan to apply for. a Federal student loan. If you do
not have a driver's license. write "None- in the space for license
number.

15-16. If you are a U.S. citizen Ior U.S. national), fill in the
first oval and go on to question 17. Fill in the second oval and
write in your eight- or nine-digit Alien Registration Number if
you are one of the following:

237 BEST COPy AyABOBLE



s tcsident. and 1111 110% e

CaR1 (1-151 iii 1-5511.
( siohlional permanent resident (1-15 IC
Vann!) unity status recipient (1-797 ss 011 approsed mom.
grant visa (1-7)71.
Other eligible noncitizen with an Anis al-Departme Record
11-94) from the U.S. Immigration and Nauir;duation sers,"
showing any One of the follow ing designations: (a) -Refu-
gee: IN "Asylum Granted." Ic I bidet inin P,iimk
-Humanitarian Parole.- (d) "Cuhandlaitian Entrant.-
Other eligible noneni/en with a Temporary Resident
Card (1-688).

If you can not fill in the first or second oval, you must fill in the
third oval. If you are in the U.S. on onlv an Fl or F2 student
visa, only a .11 or J2 exchange visitor visa, or only a G series s isa
(pertaining to international orgailitations). )ou must fill in the
third oval. You may be eligible for some state or college aid.

18. If you. the student. are currently married, separated. or
widowed. write in the date y(ni married. became separated. or
were widowed. If you were never married, leave this question
blank.

f your illITC111 marital status is "divorced," write in the date you
separated or were divorced, whichever was earlier.

19. Answer "No- if you do not have a bachelor's degrsx from a
college and you will mil have one by July I, 1997. An:wer "l'es"
if you already have a hachehir's degree or will have one hy July I,
1997. Also answer "l'es" if you have or will have a degree from a
college in another country that is equal to a bachelor's degree.

Section B: Education Background

20-21. Write in one date: either the dam that you graduated or
expect to graduate lomi high school, or the date that you earned
or expect to earn a certificate or diploma through the General
Education Deve.topment (GED) program.

Leave both dates blank it* you will not graduate front high
school and will not receive a GED certificate.

Pennsylvania residents only. Leave both dates blank if you
received a niilitary GED. a foreign high school diploma, a home
study diploma. or a correspondence school diploma.

22-23. These questions are for state scholarship pur)oses only
and do not affect your ehgibility for Federal student aid. For
these questions only. "father- and "mother- mean )our birth
parents. or your adoptise parents. or legal guardiannot your
foster parents or stepparents. Fill in one oval for your father's
inellest educational level or gr.nle level completed. and one oval
for your mother's highest educational level or grade les el
completed.

Section C: Your Plans

2-1-28. Fill in sour expected enrollment status IOr the 1997-98
school year. I I ale apple* 1t1 tome than one college. fill in
the enrollment stil!UN and s...hool terms that apply to the college
You are most likely to attend. (See question 92.)

If you will he attending a nonterm or clockhtmr institution. till
in your enrollment status and the term or terms that most closely
match the time you will he enrolled.

29. \Votc ii db.' iv.,-kli:211 outliner tor 11111 C (h

us111f2 the -Course of Study Code list- thi, page. For
example. if sour course (il stink Is hookkeeping. wtite m "04"
for business management :sod administraose sers ices. If yolff
Course of studs is vocational/technical. such as mechanical or
electrical repair. write in -25." If vour course of stody i not
listed or you are undecided. writs' in

01

0'
01

04

115

ui

119

10

I

12

13

14

15

('oorsv of Siod)

,vosullun
A

ioolovy, etc. 1
Business management and
ailininisitatiii set i tics I mktg.

113.3p.. c1.. .1

communications I
ailyerlisinv. etc.)
Conipuiet 5, leilecs
I:Alm:atom

11101 me!

Luglisli language:111,1:1one
Vine and perlortionl2 arts
l'ilicign langlia...,e4literatures

piolision ti.scvpi
noising)
11,ume

1.theral art:

Code List

7 NI al hein.loes I includes statistics I
IS sin sin;:
!" l'o,or,,

erx to., I.. 11,1414:41.101.

illas5age. tic. I

21 l'Itysteal setetices.teliettustt.
peolor . 04%1

22 Social sciences and losiory
iinelildes
geogiapn . polo ical science)

2.1 Tlicologleal sitidtcs cmiii
reli)ious ovaiiims

Vocal lona1/1c4111115'ai

(C1111,1114'111 1110:101111CAl.

Ir:111spi.11.i1,"11. C1C.1

21's forestry. or
11131111C SCIelll'es

27 ( tiller/undo. ided

25

311-31. Write iii omie-tli1211 code for your expected degree or
certificate. using the "De:'ree/Certificate Code I .ist- helms. If
yollr degree or certificate does Dot lii any of these categories. (t.
if you are umleeided. enter "8." Then write the date that ymi
expect 10 receise your degtve or certificate. For this question,
you should write in all how digits for the veal.. for exml1ple:
(16 Of 10914 or 06 (I1 1003.

1)egree/Certilicate Code List

ccrmilicale or diploma for completing an occupational, technical.
or educational inogram Iles*: than twoyear rrogranO

2 Ccrilitair thplonra for completing an occupational, mehnieal.
educaiional proprain tat least twit.t,ear program)

Associate degiee tat least Iwo..1-:11 tli:211.V1
sl hoi hi lot 'S Ii

h;islieliiis ileeuve
Teaching credential program omn-degrec prograint
Graduate or tuolessional degree
Other/undecided

3

5

7

32. Fill in your grade level in college from fulv I. 1997
through June 30. 1998. If you are currently a senior in high
school and/or will be a first-time entering freshman. fill in
-1st year/never attended college.- "Grade.les el" does not
mean the nutuber of years you have attended college. but your
grade level in regard to completing your degree/certificate. A
student who is not enrolled full-time will require more years io
reach the same grade level as a full-time student.

33-35. Answer "Yes" or "No- to indicate whether you are
interested in student empliivmem (for example. work-study
programstor a sunlent 111;111. Your parents. not you, the student,
ssi mid apply for Mc l'1.1.'S kian if dies. tire interested in applying
liii a parent kian. .Xnswering "Yes' does not obligate ou or your
parents to:weep! a loan (it. other student aid, nor does it guarantee
that you will receive aid.
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NAME:
SS#

ENROLLMENT DATE: JANUARY 20. 1998
WITHDRAWAL DATE:
COMPLETION DATE: DECEMBER 17, 1998

STUDENT PROGRESS REPORT

A - 94 - 100 OUTSTANDING PROGRESS
8 - 85 - 93 ABOVE AVERAGE PROGRESS
C - 75 - 84 AVERAGE PROGRESS

CURRICULUM

QUARTER 1: JAN 20 - APR 3
A01 ORIENTATION
A02 PREREQUISMES FOR COSMETOLOGY CAREER
A03 ETHICS
B01 SANITIZING IMPLEMENTS &EQUIPMENT
802 RELATING CHEMISTRY TO COSMETOLOGY
CO1 TRICHOLOGY DESCRIBING THE HAIR
CO2 PLAIN OR CONDITIONING SHAMPOO APPROPRIATE COND
CO3 ASSESS HAIR DAMAGE & CHOOSE APPROPRIATE COND
C04 SCALP TREATMENTS, USING MANIPULATIONS
001 FINGERWAVE THE ENTIRE HEAD

GENERAL SKILLS PERFORMANCE
GRADE POINT AVERAGE

QUARTER 2: APR 6 - JUN 19
002 SETTING & COMBING SCULPTURE CURLS
D03 SETTING THE AIR WITH ROLLERS
004 DEFINE PRINCIPLES OF DESIGN IN CREATING HAIRSTYLES
005 SHAPING THE HAIR WITH SCISSORS, RAZOR

AND ELECTRIC CLIPPERS
006 AIR WAVING AND BLOW WAVING THE HAIR
007 STYLING WIGS AND HAIR PIECES

) 008 ELECTRICITY
C P.R
GENERAL SKILLS PERFORMANCE
EMPLOYABILITY SKILLS
CURRICULAR AVERAGE
MID TERM AVERAGE
COMBINED TERM AVERAGE

QUARTER 3: JUL 2 - OCT 2
E01 APPLYING TEMPORARY HAIR COLOR
E02 APPLYING SEMI-PERMANENT HAIR COLORING
E03 PERMANENTLY COLORING THE HAIR
E04 LIGHTENING AND TONING THE HAIR
E05 CREATIVE LIGHTENING AN() TONING TECHNIQUES
F01 PERMANENT WAVING (CHEMICAL WAVING) THE HAIR
F02 CHEMICALLY RELAXING THE HAIR
F03 SILKING (PRESSING) AND CURLING THE HAIR
F04 RECURLING THE HAIR (REFORMATION SERVICE)

GENERAL SKILLS PERFORMANCE
CURRICULAR AVERAGE
SUPPLEMENTAL LEARNING AIDS AVERAGE
COMBINED TERM AVERAGE

QUARTER 4: OCT 2 - DEC 15
GO1 DESCRIBING THE SKIN
G02 FACIAL TREATMENT
003 APPLY MAKE -UP
004 SHAVING
HO1 NAIL ANATOMY,D1SORDERS AND DISEASE
H02 MANICURING/PEDICURING/NAIL EXTENSIONS
101 PLANNING AND OPERATING A SALON
102 SUPPLEMENTARY STATE PERFORMANCE TEST

CURRICULAR AVERAGE
FLORIDA LAW/FINAL AVERAGE
TOTAL END OF YEAR AVERAGE

App 1.17
CHARLOTTE COUNTY VOCATIONAL TECHNICAL CENTER

SCHOOL OF COSMETO/LOGY
Jeanne Steele - Department Head/Instructor

O - 65 - 74 LOWEST ACCEPTABLE PRCOGRESS C - - - CERTIFIED
F - 0 - 64 FAILURE S - - SATISFACTORY
I - 0 - 0 INCOMPLETE

GRADE
EQUIVALENT

NUMERICAL
AVERAGE

CLIINICAL
PERFORMANCE

RETAKE
AVERAGE

C 80 1N/A
B 85 NA
8 86 IN/A
0 69 e
c 82 IN/A
C 80 IN/A
A 984 B
e 92 e
c 83 e

2
C 83.9

C 82 ; B
D 71 ; B
D 68 ; B

C 80 , B
8 92 B

BC
.

84
B 92 e

B
B

t S
C 80 ; S

C 82.0 I
C 81.01 B

a
C ea

Be 89
8 88 B
A 96 e
B 89 e
e 87 B
B 90 B
B 86 B

B 89.3
C 80.0
B 85.0 ,

84 C
a 74 . A

84 : A
-,

88 B
e I 86 , B
C 84 B
B 87 I B_f__

98 I

_t...

C 84.0
13 85.0
B 85.0

2 4 1

82

88
84

86

STAND ALONE GRADE
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PERSONAL STUDENT EVALUATION MARCIA D BLOOMFIELD

PUNCTUALITY/ATTENDANCE
UTILIZATION OF TIME
DEPENDABILITY
ACCEPTS RESPONSIBILITY
RESPECT FOR AUTHORITY

GROOMING
ACCEPTS CORRECTION
SOCIABILITY
SAFETY CONSCIOUS
LEADERSHIP DEVELOPMENT
ADAPTABILITY
ORAL EXPRESSION
WORK INITIATIVE
F011OWS VERBAL INSTRUCTION
FOLLOWS WRITTEN INSTRUCTION
HOUSEKEEPING CARE OF EQUIP
COOPERATION
PERSEVERANCE
SELF CONFIDENCE

I II III IV
4 4 4 4
3 3 3 3
3 3 3 3
3 3 3 3
3 3 3 3

3 3 3 3
3 3 3 3
3 3 3 3
2 2 2 2
3 3 3 3
3 3 3 3
3 3 3 3
3 3 3 3
3 3 3 3
3 3 3 3
3 3 3 3
3 3 3 3
3 3 3 3
2 2 3 3

RATING SCALE PAGE 2 OF 2

4 SUPERIOR PERFORMANCE
3ABOVE AVERAGE PERFORMANCE
2AVERAGE PERFORMANCE
1 BELOW AVERAGE PERFORMANCE
0UNACCEPTABLE PERFORMANCE

(IMMEDIATE IMPROVEMENT NEEDIED)
*NO EXPOSURE

ATTENDANCE
CLASS CLINICAL QUARTER CUMULATIVE

QUARTER HOURS ABSENT HOURS ABSENT !HOURS ABSENT HOURS ABSENT
I 0 0 0
II 1.5 5 6.5 6.5
III 6.37 0 6.37 13.27
IV 7 2 9 22

FINAL SUMMARY
GRADUATED DECEMBER 17, 1988
TRANSFERED

REPORTING PERIOD 1:
COMMENTS: MARCIA HAS PROGRESS QUITE WELL IN SKILLS CONCEPTS AND HAS
HELD HER OWN IN THEORY CONCEPTS; HOWEVER YOU MUST CONTINUE TO IMPROVE
IN THAT AREA. WONDERFUL ATTITUE AND GREAT RAPPORT WITH PEERS, AND
INSTRUCTORS. I ENJOY HAVING YOU IN MY CLASS. KEEP UP IIIE GOOD JOB.
I AM PROUD OF YOUR PERFECT ATTENDANCE OUTSTANDING....

INSTRUCTORS SIGNATURE: JEANNE STEELE

STUDENTS SIGNATURE: MARCIA 0 BOOMFIELD

REPORTING PERIOD
COMMENTS: ALL MANIKINS FINISHED FOR THE WHOLE YEAR NEVER BEEN DONE BEFORE..

W 0 W*** MARCIA CONTINUES TO PROGRESS GREATLY IN SKILL CONCEPTS; HOMER YOU MUST
IMPROVE ON THEORY CONCEPTS DUE TO STATE BOARDS. WONDERFUL ATTITUDE GOOD RAPPORT
%CLIENTS. KEEP UP THE GREAT JOB. HAVE A GOOD SUMMER, SEE YOU WHEN YOU GET BACK
GET SOME REST.

INSTRUCTORS SIGNATURE: JEANNE STEELE

STUDENTS SIGNATURE MARCIA BLOOMFIELD

REPORTING PERIOD 3:
MARCIA CONTINUES TO GET THE JOB DONE. WE ARE GETTING CLOSE TO THE GOAL SO KEEP ON TOP WITH
THEORY CONCEPTS. IS DUE TO STATE BOARDS. YOU HAVE A WONDERFUL ATITIUDE AND A GOOD
RAPPORT WITH CUENTS. KEEP GOING WE ARE NEARLY THERE. KEEP -ME SMILE ON
YOUR FACE. YOU MUST IMPROVE YOUR SPEED ALL HOURS MUST BE FINISHED BY
THE END OF OCTOBER.

INSTRUCTOR'S SIGNATURE: JEANNE STEELE

STUDENTS SIGNATURE: MARCIA BLOOMFIELD

REPORTING PERIOD 4:
COMMENTS: MARCIA HAS COMPLETED ALL COMPETENCY AND PERFORMANCE SKILLS.
SHE WILL BE AN ASSET IN ANY SALON. I DO WISH YOU THE BEST AND I AM GLAD
THAT WE WILL HAVE YOU WITH US A LITTLE LONGER. GOOD LUCK IN YOUR FUTURE
ENDEAVORS.

INSTRUCTOR'S SIGNATURE: JEANNE STEELE e_

STUDENTS SIGNATURE: MARCIA D. BLOOMFIELD/

1:; EST COPY AVAELAIBILE



App 1.18

CHARLOTTE VOCATIONAL TECHNICAL CENTER
18300 Toledo Blade Blvd.
Port Charlotte, FL 33948

941-629-6819

COOPERATIVE EDUCATION PERFORMANCE EVALUATION

Student Name Date Evaluated

Employer Name Phone

Please judge the employee on the basis of the work now being done. Be sure that each
characteristic is evaluated separately. Place a check in the descriptive box that best
describes the student. Please be sure to have one check per line.

Quarter 1 2 3 4 (circle one)

PERFORMANCE FACTORS

1. Quality of work
2. Quantity of work
3. Reliability of judgment
4. Application of safety rules
5. Application ofjob knowledge
6. Initiative and resourcefulness
7. Explanation required
8. Effective use of working time
9. Dependability
10. Adaptability
11. Care of equipment and supplies
12. Cooperation with others
13. Response to advice
14. Overall appearance for work

COMMENTS:

Good Average Poor

Student Signature Date
Employer Signature Date
Instructor Signature Date
pertiva I
White: Student File Canary: Employer

created l /97
Pink: Instructor
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ELECTRICIAN

EMPLOYER EVALUATION

NAME: DATE: October 199

APPRENTICESHIP LEVEL: SS#: /

APPRENTICE AVERAGES; LESS THAN 40 HRS/WK, 40 HRS/WK, MORE THAN 40HRS/WK.

Please consider each characteristic separately, then place a check mark in the area that best describes
the apprentices overall rating for the past TWO MONTHS.

PERFORMANCE
FACTORS

JOB REQUIREMENTS EVALUATOR'S
HIGH AVERAGE LOW COMMENTS

PERSONAL APPEARANCE
ATTENDANCE
DEPENDABILITY
ATTITUDE

* * * * * *

* * * * * *

* * * * * *

* * * * * *

RESPONSIBILITY
INITIATIVE/AMBITION
RESOURCEFULNESS
QUALITY OF WORK
QUANTITY OF WORK
KNOWS REQUIRED SKILLS
ABILITY TO FOLLOW INSTRUCT.
ABILITY ACCEPT CRITICISM
GETS ALONG WITH OTHERS
\VISE USE OF MATERIALS
CARE EQUIP. & SUPPLIES
(OTHER)
(OTHER)
(OTHER)

IS THIS APPRENTICE PROGRESSING AT A RATE THAT YOU FEEL IS ADEQUATE? YES NO
PLEASE EXPLAIN:

NAME OF BUSINESS DATE

ADDITIONAL COMMENTS, IF ANY, ON BACK

BEST COPY AVAILABLE 24 4

SUPERVISORS SIGNATURE
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DEALING WITH YOUR TEXTBOOK

Previewing a Textbook Chapter

Read the chapter title to determine your purpose for reading
Think about the kind of textbook you are using and what you expect to learn from it.
Consider what you already know about the topic in the chapter.
Read any paragraphs that introduce the chapter.
Note any headings that tell more about the topic covered.
Look for special features that present information in ways different from the text. These may
be illustrations and photographs with captions, diagrams, charts, maps, examples, helpful
notes in the margins, or words printed in boldface type.
Check to see if the chapter ends with a summary and questions for review.

Reading a Textbook Chapter

Keep your purpose for reading in mind. Stop occasionally to ask yourself whether the
material fits your purpose.
Change headings into questions. Then read to find the answers. For example, the heading
"The Causes of Heart Disease" could be changed into the question `What were the causes of
Heart Disease?"
Read paragraphs in order. Do not skip around.
As you read, use illustrations, photographs, charts, maps, or diagrams to help you understand
the text.

Understanding a Textbook Chapter

Find the main idea of each paragraph. If a main idea is not clearly stated put the main idea
into your own words. Look for facts and details that support this idea.
Decide what information is important or unimportant to the main idea and to your purpose for
reading.
Pause after reading a paragraph or a short section. Think about the material you have read.
Try to restate the information in your own words. Can you answer a question you made from
each heading?
Reread anything that does not make sense.
Us a dictionary or a glossary to look up unknown words.
Write down whatever you don't understand, and ask a family member or teacher for help.

Review Material in Textbooks

Write answers to the textbook's end-of-chapter questions, or write own questions and answer
them.
Read the summary at the end of a chapter or section. Reread the text on any points you do
not understand or remember.
Write your own summary of the information you read.
Review any outlines, charts, or word list.s you created.

BESTCOPYAVAllLABLE
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GENERAL STUDY AND TEST TAKING SKILLS

Preparing to study

Gather the books, notes, and papers you need.
Choose a quiet study place with good light, where you won't be interrupted.
Think about the kind of test it will be and how you can best study for it. For some tests, you
need to understand ideas or memorize facts. Other tests require you to practice skills or
create a well-written paragraph.
Know your strengths and weaknesses. Concentrate your study time on the material that you
need to study the most.
Decide whether it would help to spend time studying with another person. Usually you should
study by yourself. However, you may find it useful to review with someone else after you
have studied alone.

Planning for a Test

Find out exactly what material the test will cover
Be certain you know the test date. Write it down.
Don't put off getting help. If there is something you don't understand, ask for help before it's
time to begin studying.
Bring home the books, notes, and papers you will need to study.
Don't try to study too much in one day. Spread study time over several days. If you have
much to cover, do your studying over a week or more.
For large tests, make a written study schedule. Plan which days you will study and for how
long.
Start studying early, and allow plenty of time. It's better to find that you have left too much
time rather than too little.
Give yourself extra time for review on the day before the test.

Taking a Test

Get a good night's sleep before the test, and eat a good breakfast. Remember to bring the
materials you need.
Read directions carefully. If you're unsure about what to do, ask.
Preview the test before you begin. Plan your time, allowing yourself extra time to work on
parts that appear difficult.
Read carefully. You may need to read some questions more than once.
Don't spend too much time on any one question. If you get stuck on one question, mark it and
return to it later.
Answer all questions. If you don't know an answer, make your best guess.
Save time to go back and check your answers when you finish.
Pay special attention to complete-sentence and paragraph answers. Proofread spelling,
capitalization, and punctuation.
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NOTE TAKING TIPS

Taking notes on material read (on what you see):

Make a hasty survey of your assignment to get the main ideas.
Turn the first heading into a question.
Read to answer your question.
After you have read the first section, look away from your book and try briefly to restate the
answer to the question. THEN WRITE IT.
When you have read your lesson, look over your notes for an overall view of the ideas
presented and their relationships. Feel satisfied with your notes, or work through the section
again.
RESEARCH HAS SHOWN THAT OUTLINING IS SUPERIOR TO UNDERLINING

Taking notes during lectures (or what you hear):

Study the topic before the lecture in order to be more familiar with the essential ideas. If this
is not possible, make a survey of the topic.
Sit in a place where you can easily hear the lecture aixl see the board.
MAKE YOUR NOTES BRIEF!
Do not try to get the exact words of the speaker. Write his or her thoughts in your own
words. Use abbreviations whenever possible, but use them consistently. Put down in full
only such items as the following: references , definitions, formulas, direct quotations, and
specific facts (such as dates).
Organize your notes. Arrange statements in your notes to show their relation to one another.

If you miss a point, don't stop at the moment to recover it. Leave a blank space and get it
later from someone else.
Use these cues to spot the important points: title and introducary remarks; repetition of the
main idea; summaries; key words; voice inflections; pauses; changes in the speaking voice;
and use of transition word, such as besides, therefore, but.
If necessary, review and revise your notes immediately, or as soon after class as possible.
NEVER LET THIS REVIEW GO UNTIL THE NEXT DAY!

Underline (preferably nsing a red pencil) all main points.
Do not completely rewrite your notes.
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SPECIFIC TEST TAKING SKILLS

Answering Multiple Choice Questions

The incorrect choices in multiple choice questions are called distractors.
Distractors are used to make you think a little harder. By carefully reading the choices, you
will soon learn how to recognize choices that are distractors and eliminate them.

The best preparation for a multiple-choice test is thorough knowledge of the material you will
be tested on. Once you have the knowledge, all you need to do is tackle the questions using
this step-by-step process.

Read all the directions carefully.
Although most tests direct you to choose the one best answer, some tests require that you
choose more than one answer.

Read the question or statement and try to answer or complete it BEFORE looking at the
answer choices. If the answer you have given is among the choices, mark it.

If you cannot answer the question, read each choice carefully. First look for distractors that
are obviously wrong. For example:
Who was the first president to travel by jet?
A. George Washington B. Abraham Lincoln
C. Dwight Eisenhower D. Ronald Reagan
Which ones can be eliminated? What is the obvious choice?

Eliminate choices that do not fit grammatically with the beginning question or statement.
(i.e. verb tenses, plural or singular). If it isn't grammatically correct, eliminate the choice.

Eliminate choices that seem too vague or general. Correct responses are often the ones
containing specific, detailed information. They may also be noticably longer than the other
choices and are carefully worded.

When two choices are exact opposites, usually one of the two is the correct answer. Read
them carefully and choose. For example: At 212 degrees F., water:
A. Freezes C. is comfortable for bathing
B. boils D. All of the above

Use information included in statements and questions to help you answer other questions.
This may be especially helpful when you have completed the entire test and are going back to
review your answers.

If the answer is a number, and you aren't sure of the answer, pick one of the numbers in the
middle. Eliminate the high and low numbers.

If two of the answers look almost identical, the answer is probably one of the two. Example:
Dry skin may be caused by
A. sudoriferous glands C. underactive thyroid gland
B. salivary gland D. underactive sebaceous gland
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Answering Essay Questions

A good essay answer needs more than facts and ideas. The information must be well organized,
thoughtful, and clearly presented in well-written sentences and paragraphs.

Read the directions carefully.
Pay special attention to the vocabulary used in the directions. If you know what the tams mean, you
will have a better idea of how to write the essay. Here is a list of essay test vocabulary terms.

Compare- describe the similarities how they are alike.
Contrast- describe the differences.
Explain- tell about or give reasons for.
Describe- use words to characterize something or someone.
State- briefly and concisely discuss a main idea or point.
Prove- give arguments with supporting facts and details that support a statement, point
of view, or theory
Diagram- draw a chart, graph, or picture and label; your answer requires little or no

written explanation
Summarize- sum up ideas or points without getting into details or other unrelated information.

Read all of the essay questions.
If you are given a choice, underline those questions you can best answer. In the margin next to the
question, jot down any information that immediately comes to mind.

Budget your time. Allow a specific amount of time to organize, answer and check each question.
If all essay questions are of equal value, budget your time as follows:

If you have an hour to complete the test:
I question entire hour
2 questions 30 minutes each
3 questions 20 minutes each

Start with the easiest question. Because your answer needs to be well-organized, you should
begin by writing a quick outline. A short outline will help you organize your thoughts and give you a
visual plan for writing your answer.

Begin your answer by restating the question as a statement or briefly answering the question.
For Example:

Quesdon: Discuss possible reasons for the extinction of the dinosaurs 70 million years ago.

Opening Sentence: There are several theories for the extinction of the dinosaurs 70 million years
ago: rapid cooling of the weather, depletion of food supplies, and the crash of a large meteorite and
the subsequent covering of the earth with a dust cloud.

Start each paragraph with a topic sentence. Write the body of your answer using your outline
as a guide. Each paragraph should discuss only one main idea. Fill the paragraph with facts, details,
opinions, and other information that explains or extends the topic sentence. However, don't fill up
your paragraphs with unnecessary information or filler. Teacher can easily spat padding. It is helpful
to skip lines between paragraphs.



The last paragraph should summarize the points made in the previous paragraphs. It does not
need to be long, just a few sentences, but it should restate the topic. Leave a few extra lines at the end
of the essay.

When you have finished your essay, review your work. If you feel information was left out, add
it. Also be on the lookout for careless mistakes, misspelled words, and punctuation errors.

Answering True-False Questions.
Read the directions. Be sure you understand them.
Read each statement two or three times. Think about the meaning of the statement. Then decide if it
is true or false.
Remember that if any part of a statement is false, the entire statement is false.
Certain words can make a true statement false or a false statement true. Watch for these words:
All never often
Always no sometimes
Every not usually
Some tests require that you rewrite false statements so they are true. For example, the false statement
"All planets in our solar system have at least one moon" may be restated correctly as "Not all planets
in our solar system have moons.

Answering Matching Questions.
Read the directions. Be sure you understand them.
Read the rust item in the left-hand column.
Read Allthe choices in the right-hand column.
Choose the best answer.
If you are not sure of an answer, skip the item and return to it later. You will have fewer choices left
to match.
When one column has more items than the other column, you will have some choices left after
matching all the items in the first column.

Answering Short-Answer Questions.
Read the directions. Be sure you understand them.
For fill-in-the-blank question:
Carefully read the entire sentence.
Look for context clues in surrounding words.
Fill in the word that makes the most sense.
Reread the sentence to check your answer.
For other short-answer questions:
Read the entire question or problem carefully.
Think before you write. Decide what information your answer must include.
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WRITING A REPORT

Preparing to do Research

Think about the things you already know about your topic
Plan the main points you will present in your report. Think of these main points as statements or as
questions your report will answer. These statements or questions will help you decide what research
is needed.
To look up information about a topic, think about how the information may be organized in an
encyclopedia or another source. Make a list of topic words to look up in an encyclopedia or an index.

Using Your Library

Be organized. Use the plan you made for your report to choose sources.
Become familiar with your library. Is there a card catalog or a computer file? Are there any
reference sources on the computer? How are magazines arranged?
Ask your librarian for help with equipment. If you avoid computers because you don't know how to
use them, you might overlook useful information.
Always use at least two sources. This makes your report more original.
Don't rely only on encyclopedias. Other sources often give more detailed information. For example,
imagine the difference between an encyclopedia article about an earthquake and an account by
someone who was there.
Be aware of copyright dates. Try to find the most current material available.

Finding Information Quickly

Scan material by looking for key words or words in boldface type.
Skim material by reading just some sentences, especially the first or last sentences of a section, to
learn what a page is mainly about.
A library's card catalog often has a summary of the book. The summary will help you decide
whether the book will be useful.
A book's jacket, table of contents, and index will provide clues about what information the book
presents.
Charts, tables, and illustrations provide information about the book's focus.
End-of-chapter summaries give an idea of the book's contents.
The lead paragraph of a news article usually answers the questions who , F41, when, v,_theLe,r and
bow. It tells what the article is mainly about.
Write only key words and phrases. These key words should include main ideas and important
supporting details.

Taking Notes

Write only information that is useful and important to you. The information should be related to the
ideas you are presenting in your report.
Use your own words when you can.. This will help you to think clearly about what you are reading
and will help you use your own words in your report.
When quoting directly from a source, use quotation marks to show that these notes are not in your
own words.
Use abbreviations and other writing short cuts to save time. The hints below show several short cuts.
Abbreviate words, such as days or the week and state and country names.
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Use initials for names or key words after the first time you write them.
Use short forms of words. Make up your own short forms.
The only rule is that you know what it means when you read your notes later.
Use symbols for words, such as equals (=), number (#), and and (+).
Make sure your notes are accurate.

Developing an Outline from Notes

Review your report plan to identify your main ideas. Sort your notes according to the main ideas and
related information.
It may help to rewrite notes on separate sheets of paper or on index cards. Or you might circle and
underline in different colors.
An outline is only a framework. As in your notes, use key words or phrases in stead of complete
sentences.
Arrange the main ideas as main headings, using Roman numerals I., II., III., IV., and so on.
Arrange subtopics that are related to (but less important than) each main idea as subheadings under
each main heading, using capital letters A., B., C., and so on.
Additional details about the subtopics should be arranged under each subheading using regular
numerals 1., 2., 3., and so on. It is not necessary to always have details below each subtopic.
Capitalize the first word of each main heading, subheading, and detail.

Shown below is a model outline:
I. Alien ship comes to Earth November 23, 1992

A. Lands in Green Pines, New Jersey
1. Larger than a football stadium
2. Deafening roar

B. Aliens visible inside.
1. Square heads, six eyes
2. No attempt to communicate with Earthlings

II. Ship departs within three hours of landing
A. Ship emits rainbow trail as it soars upward
B. Aliens leave mysterious box behind

1. Strange sounds from within box
2. Scientists believe box may contain life form

Writing a first Draft

Many reports have an introductory paragraph, two or more central paragraphs, and a concluding
paragraph.
The first paragraph should introduce your topic or present it in a general way.
Each of the central paragraphs should contain a main idea. Each main idea is based on a main
heading from your outline The details supporting the main idea come from the topics and details in
your outline.
The last, or concluding, paragraph presents statements that pull your ideas together and form a
conclusion.
Remember to use your own words. Never copy sentences from research sources, unless you use them
as direct quotations.
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Revising and Proofread for a Final Report

Reread your work carefully. Be sure you have followed the rules listed below.
Stick to your topic. Do not include details that do not belong.
Make sure your main ideas are clear. All sentences should give additional details or facts about your
main ideas.
Break up any of your paragraphs into two paragraphs if necessary.
Write complete sentences. Make sure all your sentences start with capital letters and end with
appropriate punctuation.
Spell all words correctly. Use a dictionary if you are unsure of spellings.
Use the proofreader's marks shown on the next page.
If too many sentences in a row start with the same word, such as he or the, rearrange the words in
some of your sentences.
If all of your sentences are short and choppy, think about connecting some pairs of sentences with a
word, such as and or but.
Start some sentences with transition words so readers can follow your ideas better. Use these words
carefully though, because they can change the meaning of your sentence. Following is a list of
transition words or phrases:
First next therefore as a result because of
However finally for example in addition in the same way

Preparing a Bibliography

When taking notes, record the name of the source, the title of the newspaper or magazine article, page
numbers of articles, author(s), publication or edition date, book publisher and city.
Decide whether each source is a nonfiction book, an encyclopedia article, or a newspaper or magazine
article. Check a bibliogaphy example to see how each source should be listed. An entry for a
newspaper article should be written like the entry for a magazine article.
Ask your teacher how to list unusual information sources, such as videotapes.
List your entries in alphabetical order. For an encyclopedia article, use the first main word(not
The)of the encyclopedia's title. Use the author's last name for all other types of sources. If there are
two authors, use the name of the first author mentioned in the source to alphabetize.
If a magazine article gives a list of authors, list the first name of the first author mentioned in the
source to alphabetize.
If a magazine article gives a list of authors, list the first name and then the words et aL, which mean
"and others." Example: Vance, Susan, et al.
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Read this sheet carefully and keep it as a reminder!:

EDISON COMMUNITY COLLEGE
LEE COUNTY CAMPUS PEER TUTORIAL PROGRAM

STUDENT AGREEMENT

The Edison Community College Lee County Campus Peer Tutorial Program is a free
service that is offered to all students and is funded directly by Student Activities fees.
Tutoring is available on a limited basis to assist the student in upgrading his/her skills.

Promptness and regular attendance are required for all sessions. Absences
jeopardize your reserved tutoring time. You MUST attend your first scheduled meeting
with your tutor, or you will be dropped. If you accumulate a total of two (2) absences,
you will be dropped from the schedule and must reapply for tutoring. The tutor will wait
only 15 minutes for your arrival. If you must be absent, you must notify the
paraprofessional the day BEFORE your scheduled tutoring appointment. This is very
important! Show consideration for your tutor's valuable time. Tutors are not paid for
canceled tutoring sessions.

You will agree to attend classes regularly, do all required homework prior to tutoring

sessions, and participate in workshops or activities that the tutor recommends. Check
the tutor board for messages from your tutor. For example, your tutor may be unable to

meet you due to illness or mid-terms. You may also leave a note for your tutor on the

tutor board, located at the Information Booth in Robinson Hall.

Our tutors are peers who participate in a free service to assist you to succeed at
Edison Community College. Positive behavior will be demonstrated toward the tutors.

Tutors are peers who are assisting fellow students, not experts in a particular field of

study. Tutors will be treated in a respectful and cooperative manner at all times.

Please inform the paraprofessional if there is a problem with your tutor.

Do not change the time or day of your scheduled tutoring sessions without first

checking with the paraprofessional. If you drop the course, withdraw from the college

or decide you no longer need tutoring, it is your responsibility to notify your tutor and the

paraprofessional so that your scheduled time can be provided to another student.
Repeated rescheduling will be looked at closely and may jeopardize your time slot.

TUTOR BOARD Located at Robinson Hall Information Booth - 489-9318

PARAPROFESSIONAL Cynthia Heidig
Peer Tutorial Program Lab
Robinson Hall, Rm101 - 433-8048
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Tips for Getting More Done Every Day
Seating the Procrastination Habit

Engineering Your Days through Prioritizing
ifccomplishing More by Setting Goals

Creating life Savers

255
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INTRODUCTION

PROGRAM OBJECTIVES

r.T lo peat the procrastination hahit
OD To create time savers that arc life savers
(---1) To learn to delegate more effectively at work and at home
(.1) To accomplish more hy setting goals through seven simple steps

To achieve more eve!) day of your life hy engineering your days
.0 To discover technoh)gical devices that can save you time, energy, and monc

PART ONE:TIME MANAGEMENT

Definition of Time: Time is a nonspatial continuum in which cicins occur in
apparently irreversible succession from the past through the present to the future.

List your most frequent time management problems.

3FST COPY MARRA
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TYPICAL TIME THIEVES

NO PROBLEM VG PROBLEM

No daily plan
1,eaving tasks unfinished
No sclf-imposed deadlines
I.jnrcalistic time estimates
1 ersonal disorganization
Lack of motivation
Lack of self discipline
Too many interests
Too many mistakcA
Socializing
Priwrastination
Perfectionism
Telephone interruptions
Drop-in visitors
Too many routine tasks
Too many meetings
Inability to say "NO"

CHARACTERISTICS OF TIME

(.1) lnelasticThe supply never goes up--no matter how hard you tly!
ED No price for it--Millionaires don't have any more time than you!

Perishableh cannot he stored in a bottle!
(Li) Totally irreplaceable--Once time is gone, it is gone!
e Everything requires timeEven lifc's routine activities require time!
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WHY MANNE WINE Ow,
Listed below are three reasons people want to manage their time. Take a
moment to write a brief description of what you think each means in terms of
your time inanageinent.

1. "You will achieve more and enjoy it more."

2. "You will make more money."

3. "Your life will be more balanced."

Rationalization
lamdrieient planning
Fibre to anticipate
Poorly defined goals
Unrealistic time estimates
Anempting too much
Pmerastinatios
Mistakes (your own)

Distracting objects in work environment
Arguing
Failure to listen
Inability to say "NO"
Fear of offending
Preoccupation
Excessive socializing
Ineffective delegation

5
BEST COPY AVAILABLE



GETTING MORE DONE IN A DAY

Preview Re few

A. Learn to pri.i ii
I. A. U. (

2. Rush. ASAP. Routine

B. Make a J'aii action plan

(. Keep a datehool organi/eT

1). Plan use 01 technology

Use end 01 the day planning
I. More objective
2. Fresh memory
3. Loose ends are tiedyou are mentally free!

2. Rhythms and Blues

A. Routine tasks
B. Important tasks

3. Deal with the Worst First

A. The Dreaded Joh
B. The Fun Joh

4. Be Ruthless with Time Wasters

A. Save One Minute on Phone Calls
B. Lnd Useless Conversations
C. Respect Time

BEST COPY AVNLADL'
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GETTING MORE DONE IN A VAY-CONTINUED

5. Use Technology to its Fullest

A. Computers
B. Software programs
C. Fax, Voice Mail, [-Mail
D. Internet
E. Computerized Calendars

6. Do a Diagnostic Time Log

A. Takes Time to Save Time

7. Work with Honest People

A. Know Who to Trust

8. Build in Concentration Blocks

A. Work--1 2 hours a day
B. Personal--30 minutes is a must

9. Organize Your Tools

A. Fingertip System
B. Working Order

10. Files, Files, FilesImpeccable

A. Paper Files
B. Electronic H les
C. Tickler File

§11 MOW
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PROCRASTINATION

What is it?711.
Procrastination is simply a habit--a had habit!

Three steps to breaking the "Procrastination Habit."

1. Don't always look at the hig picture. Break it into parts.

2. List reasons why you procrastinate.

3. Change the hahit pattern.

List one personal and one professional project you have been procrastinating
about recently.

Personal

Professional

LICHT A FIRE!
1)o a -slart-up- task
Set realistic time schedules
Break down overwhelming tasks
Face unpleasant tasks squarely
Take advantage of your moods
Be decisive and have courage
Refuse to he bored
Reward yourself well
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TIME SAVERS THAT ARE LIFE SAVERS

Eat well and exercise--and do it for the rest of your life
Have a grass catcher list
Do one thing at a time when thought is required
When you arc hot, work until you drop
Make your home stress free
Avoid clutter
Buy in hulk
Use a portable phone or a long phone cord
Do routine tasks while watching television
Limit television viewing
When you are at an impasse, STOP
Think electronically or on paper
Shop by catalog
Plan meals and grocery lists for at least two weeks at a time
Reward yourself well

=17.-

THINK OF FIVE WAYS TO REWARD YOURSELF AFTER A JOV WELL DOME
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PAPER HANDLING

The sheer volume of paper we deal with today demands
organization. Paper management is decision making: paper
clutter is postponed decisions.

THE WASTEBASKET LIES AT THE HEART OF ANY PAPER
MANAGEMENT SYSTEM!

ASK YOURSELF:

? Is this only for my information and now I know it?
? Does this information exist elsewhere?
? Is the information recent enough to he useful?
? Under what circumstances would I want this

information?
? What is the worst thing that could happen if I don't

have this piece of paper?

SURVIVAL OF THE AVALANCHE

Estahlish a location for handling all paperwork.
2. Develop a filing system.
3. Answer on original when appropriate.
4. Handle each paper only once.

31EST COPY AVA1111ABLE
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DELEGATION

Delegation is simply giving people their jobs so you can do yours.

Essential elements of delegation:

N You must give up some control.
N You must determine the overall objective.
N You must hold the subordinate responsible hut achievement is up to them.

Key concept of delegation:

EXPLOIT INGENUITYTell them what you want done hut let them figure it
out!

HOW TO DELEGATE
1. Choose a capable person
2. Explain the objectives
3. Give the person the means and authority to do the job
4. Keep in contact

WHY DELEGATION FAILS
Easier to do it yourself

2. Some things are _just fun to do
3. Gain satisfaction from being indispensable
4. Feel guilty ahout asking other people
5. Feelings of insecurity.
6. Give away only unimportant johs
7. Forget to set deadlines

Failure to follow through

True delegation means giving up what we would like to hold on to--THE
AUTHORITYand holding on to what we would like to give upTHE
RESPONSIBILITY.



Stress Management Workshop

March 30, 1994

Student Exchange Network
Manatee Community College

Chetyl Lynn Dratler
University of South Florida

"With two kids and a career-I really just come here to rest"
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Objectives - overview:

I. *My role - teach a little
share a little
counsel a little
model a little
laugh a little

II. *Your role - learn a little
share a little
laugh a little
relax a little

Ill. *Expectations - understanding of nature of stress
understanding general stress management
share experiences
try some things out
specific ideas for a personal plan

* Not necessarily in the order given

"golaile afiaid to en/cy ,Ilie diltaki a Adi /0. "
Hans Selye, "father " of stress

Other thoughts:

Crises are not necessarily negative events, but critical Junctures for developing psychosocial
strength -- Erik Erikson

Stress is not something to be avoided - you really want to find a way to utilize the stress -- ??

Change, as we know, positive or negative, is stressful -- Same person as above
and probably a bunch of other people, too

"For fast-acting relief, try slowing down" -- Lily Tomlin

"You don't get ulcers from what you eat. You get them from what's eating you." -- Vicki Baum

"The ultimate of being successful is the luxury of giving yourself the time to do what
you want to do." -- Leontyne Price
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In the beginning, our man Hans borrowed the idea of stress from physics & applied to the biological
phenomena of stress;

STRESS' the nonspecific response of the body to any demand made upon it

Three stages: 1. alarm reaction
2. resistance (followed by a return to normal....or
3. exhaustion

STRESS' an individual's reaction to a perceived stressor

"Different stressors produce different responses. The critical element in the
development in the de4velopment of stress is not any property of the stressor, nor
the physical response, but the individual's appraisal of the event and her own
ability to meet the demand presented hy the event" Myles & Sharon Genest

"The situation is not the problem"
Murray Landsman (my favorite prof)

PSYCHOLOGICAL STRESSORS 3 categories

1. An actual event stress is caused by actually doing something perceived as stressful
(taking a test [or comprehensive exams], paying bills [#@%$#^

**actual does not imply the event should be stressful--just that the real event is the stressor

Your turn: 1.

2.

3.

And one that wouldn't be stressful to many people, but might be stressful to you:

4.

2. The anticipation of an event - this one's pretty easy
(worrying about the test or deadline, anticipating the prof's reaction)

Yours again: 1.

2. That's good enough !!

3. Imaginative - no real event, no anticipated event;; the entire stress reaction is created by the
mind (possible noise in the night, watching a frightening movie)

1.

2.

Emotional (sometimes considered a category) - feelings of loss, fear, anxiety, and loneliness can
create stress responses
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Each individual has his or her own profile of stressors.
The essence on stress management is learning to recognize those
stressors and then finding effective means to deal with them.

Quickly list as many of your present stressors as you can - big ones and little ones
(spelling and penmanship don't count and no one else will see your list)

Spend a little quiet time thinking about the relationships of the stresses, and draw a stress-o-gram
(no one will see this either, unless you want)

DIRECTIONS: (follow them if you like, otherwise, do it your way)
1. Depict the dynamics of stress by drawing the relationships on the bottom or back of this paper.

You can use any symbols you want to depict the various stressors.
2. Represent the differences in stress level in relationship to yourself by the size of shpes given to

each source of stress, and the length of distance between yourself and the stress
3. Place yourself on the paper first, then draw the stressors in your life
4. Find someone you can talk to about stress. Walk through the diagram by acting it out, or talking

it through. Pick a few stressors and have a dialogue with them. (sharing is always optional)

BEST COPY AVAILABLE
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Strategies for Managing Stress

1. Environmental engineering

A. Learn to let go
"Anything worth doing, is worth doing poorly" Murray
Skip or abbreviate some tasks, what's really important?

B. Take stock of all your roles

r8,9 C. Take a fresh look at what you think others expec
p.))

D. Always set your own priorities

2. Relaxation strategies

A. Schedule daydreaming time

B. Get yourself a pet

C. Set aside time every day for relaxation

3. Self-monitoring Keep a diary

4. Coping skills

A. Exercise

B. Sleep

C. Turn stress to your advantage

D. Try postponing worries

E. Stop putting things off

F. Ignore outside influences

411/

G. Reward yourself

H. Ask for help 269
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Effects of Each Preference In Work Situations

App 1.25

4.11.1111111110111110111

Extraverts

Like variety and action

Are Olen good at greeting people

Are sometimes impatient with long slow lobs

Are interested in.how others do their jobs

Often enloy talking on the phone

Like to have people around in the working environment

Often act quickly, sometimes without thinking

May prefer to communicate by talking rather than writing

Like to learn a new task by talking it through with someone

Introverts

Like quiet for concentration

Have trouble remembering names and faces

Can work on one project for a long time Without interruption

Are interested in the idea behind the lob

Dislike telephone interruptions

Think before they act. sometimes without acting

Work alone contentedly

May prefer communications to be in writing

May prefer to learn by reading rather than talt,ing or
experiencing

Sensing Types

Are aware of the uniqueness of each event

Focus on what works now

Like an established way of doing things

Entoy apptying what they have already learned

Work steadily. with a realistic idea of how long it will take

Usually reach a conclusion step by Step

Are not often inspired, and may not trust the inspiration
when they are

Are careful about the facts

May be good at preciae work

Can oversimplify a task

ACcept current reality as a given to work with

Intuitive lypes

Are aware of new challenges and Possibilities

Focus On how things could be improved

Dislike doing the same thing repeatedly

Enioy learning new skills

Work in bursts of energy powered by enthus.asm.
with slack periods in between

May leap to a conclusion quickly

Follow their inspirations and hunches

May get their facts a bit wrong

Dislike taking time tor precision

Can overcomplexify a task

Ask why things are as they are

Thinking lYpes

Are good at putting things in logical order

Respond more to people's ideas than their feelings

Anticipate or predict logical outcomes of choices

Need to be treated fairly

Tend to be firm and tough-minded

Are able to reprimand or lire people when necessary

May hurt people's feelings without knowing it

Have a talent fOf analyzing a problem or situation

Feeling Tirpes

Like tiarmony and will work to make it happen

Respond to people's values as much as to their thoughts

Are good at seeing the effects of choices on people

Need occasional praise

Tend to be sympathetic

Dislike telling people unpleasant things

Enioy pleasing people

Take an interest in the person behind the job or idea

Judging 'Pipes

Work best when they can plan their work and follow the plan

Like to get things settled and finished

May decide things too quickly

May dislike to Interrupt the Project they are on for a more urgent
one

Tend to be Satisfied once they reach a tudgment on a thing,
situation, or person'

Want only the essentials needed to begin theirwork

Schedule protects so lhat each step gets done on time
Use lists as agendas for action

Perceptive lypes

Do not mind leaving things open for last-minute changes

Adapt well to changing situations

May have trouble making decisions. leeting like they never have
enough information

May starl too many projects and have difficulty in finishing them

May postpone unpleasant lobs

Want to know all about a new lob

Get a lot accomplished al the last minute under pressure of a
deadline

Use lists as reminders of all the things they have to do someday
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. !referred Methods of Communication

Extraversion

Communicate energy and enthusiasm

Respond quickly without long pauses to think

Focus of talk is on people and things in the external.environment

Need to moderate expression

Seek opportunities to communicate in groups

Prefer face-to-face over written communication

In meetings, like talking out loud before coming to conclusions

App 1.26
;

Introversion

Keep energy and enthusiasm inside

Like to think before responding

Focus is on internal ideas and thoughts

Need to be drawn out

Seek opportunities to communicate one-to-one

Prefer written over face-to-face communication

In meetings, verbalize already well thought out conclusions

Sensing

Like evidence (facts, details, and examples) presented first

Want practical and realistic applications shown

Rely on direct experience to provide anecdotes

Use an orderly step-by-step approach in presentations

Like suggestions to be straightforward and feasible

Refer to a specific example

In meetings, are inclined to follow the agenda

Intuition
Like global schemes, with broad issues presented first

Want possible future challenges discussed

Rely on insights and imagination to provoke discussion

Use a round-about approach in presentations

Like suggestions to be novel and unusual

Refer to a general concept

In meetings, are inclined to use the agenda as a starting point

Thinking
Prefer to be brief and concise

Want the pros and cons of each alternative to be listed

Can be Intellectually critical and objective

Convinced by cool, impersonal reasoning

Present goals and objectives first

Consider emotions and feelings as data to weigh

In meetings, seek involvement with tasks

Feeling

Prefer to be sociable and friendly

Want to know why an alternative is valuable and how it affects
people

Can be interpersonally appreciative

Convinced by personal information, enthusiastically delivered

Present points of agreement first

Consider logic and objectivity as data to value

In meetings, seek involvement with people

Judging

Want to discuss schedules and timetables with tight deadlines

Dislike surprises and want advance warning

Expect others to follow through, and count on it

State their positions and decisions clearly

Communicate results and achievements

Talk of purpose and direction

In meetings, focus on the task to be done

Perceiving

Willing to discuss the schedule but are uncomfortable with tight
deadlines

Enjoy surprises and like adapting to last-minute changes

Expect others to adapt to situational requirements

Present their views as tentative and modifiable

Communicate options and opportunities

Talk of autonomy and flexibility

In meetings, focus on the process to be appreciated

Adapted from Talking in Type by lean Kummerow, Center for Applications of Psychological Type. 1985.
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App 1.28

Learning and the Developing Child - EDF 3122
Summer Semester 1996 - Dr. Lorraine J. Guth

University of South Florida at Fort Myers

Self-Management Behavioral Plan

OBJECTIVE: To provide you with an opportunity to develop and
implement a written self-management behavioral plan for
attaining a self-selected behavioral goal. This exercise is
designed to apply the learning theory covered in the readings
and class discussion to an aspect of your own behavior.

ASSIGNMENT:

1. Choose a Target Behavior
Identify the activity you want to change. Some examples
are: regular exercise schedule, time management,
regulation of food intake, and increased study behavior.
Target goals should be important, measurable, attainable,
and positive.

2. Record a Baseline
Record how much time you currently spend performing the
target activity or count the number of desired or
undesired responses you make each day. This step should
be done before implementing behavior change strategies.

3. Choose Reinforcers
Identify consequences that would be reinforcing. Arrange
reinforcement contingencies such that: appropriate
behavior is immediately reinforced and criteria for
reinforcement are readily attainable.

4. Implement Your Plan and Record Your Progress
As you implement your plan, a system for graphing target
behavior needs to be continuously used.

5. Adjust Your Plan
Set up an effective system for assessment/feedback to
ensure that self-management can be altered, redefined, or
redirected to achieve or maintain target outcome goals.
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7 STEPS TO 7 GOALS

GOAL SETTING

* Career--changes, promotions, benefits
* Familyvacations, leisure time, time with children
* Financialfinancial planning, budgeting, retirement
* Mental--reading, professional work, workshops, spiritual
* Physical--weight, exercise, diet, grooming, checkups
* Socialhome, entertainment, friendships, activities
* Servicevolunteer work, service to community

7 GOAL SUMO SIPS

I. SET TNE GOAL

2. LIST OVSTACLES 70 ACHIEVING TNE GOAL

3. SET A REALISTIC DEADLINE AND CHECK POINTS

4. LIST PEOPLEVO UP' OR 'DIVE UP"

S. LIST SKILLS AND KNOWLEDGE YOU ALREADY NAVE

& DEVELOP A PLAN OF ACTION

7. LIST THE VENEFITS OF ACHIEVING YOUR GOALS
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Rpp 2.10

Informational Interviewing Guidelines

Informational interviewing can be extremely helpful in researching information about jobs,
companies and schools.

1. Please remember that when you do an informational interview, you are not asking for a job!
Therefore, you don't need to be nervous about your interview. You will be asking the questions
to find out what you want to know.

2. Figure out what kind of information you want. Is it to find out about college programs, or
about a specific job, or about a particular company?

3. Who do you call? It is always best if you know someone that can refer you to someone they
know; this is called a third party contact. If you don't have a contact, or you don't know anyone
there yourself, it is called a cold call. You can still make the appointment and have a good
interview.

For colleges, you can taJk to an advisor in the area you are interested in. You can find
these numbers in the phone book. You can also check with your high school career
center.
For a company, find the number in the phone book, and call and ask to speak to someone
in Human Resources. If you know someone who works there, you can talk to that person.
For information about a particular job, you might want to call a place that has the kind of
job you're interested in and ask for Human Resources, or the name of someone doing
that job.

4. How do you contact them?

You can call directly and make an appointment for a visit
You can write a letter asking for an appointment to come and visit. If you write a letter,
you still need to call and set up an appointment.

5. What do you say?

For a letter: Use a "standard business letter format" and tell the person you are
interested in learning more about their field of work. You would like to meet with them
for a brief visit and find out more about what they do. (See "Sample Informational
Interview Request" Letter.)
For a phone call about a job: Hello, my name is . I'm a student at

. I've been reading about different careers, and would like to find out
more from people working in those jobs. Would it be possible for me to come and visit
with you for about 20 minutes one day to ask you 9 few questions?
For a phone call to an advisor about.a_ttatoririgS,prOgram,atei=school or college: Hello, my
name is . I'm a student at . I'm interested in the
field of , and would like to meet with you to find out about the training
program you have in your school. Could I set up a time to come and ask you a few
questions?

6. Set up your appointment.

Make sure you get directions when you make the appointment.
Make sure you know how to get there. If you have never been there, you should go one

day before your appointment just to make sure you can find it, and you know how long it

292
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takes to get there.

7. Make a list of questions you want to ask the person you are interviewing. You can take your
notes with you, and write down any information they tell you that you want to remember.

8. After your appointment, be sure and send them a thank you note.

BEST COPY AVAILABLE
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App 2.11

Work Values

Supervision: Have a job in which I am directly responsible for work done by others
Influence People: Be in a position to change the attitudes or opinions of others or contribute to the betterment of
the world

Excitement: Experience a high degree of stimulation, frequent novelty and drama or risk-taking on the job
Profit/Gain: Have strong likelihood of accumulating large amounts of moncy or other material gain through
ownership. profit-sharing, commissions, merit pay increases, or high level earnings

Advancement: Bc able to get ahead rapidly, gaining opportunities for growth and seniority from work well-done
Teamwork: Have close working relationships with group: work as a team to common goals
Friendships: Develop close personal relationships withpeople as a result of work activity
Public Contact: Have a lot of day-to-day contact with people

Location or Community: Find place to live conducive to my lifestyle, a desirable home-base for my leisure,
learning, and work life or where I can become active in local politics or service projects

Recognition: Gct positive fccdback and public credit for work well done

Time Freedom: Have responsibilities I can work at according to my time schedule; no specific working hours
required

Change and Variety: Have work responsibilities frequently changed in content and setting
Security: Be assured of keeping my job and a reasonable financial reward

Stability: Have a work routine and job duties that arc largely predictable and not likely to change over long
periods of time

Intellectual Status: Be regarded as very well-informed and a strong thcorist, as one acknowledged "expert" in a
given field: generating information and new ideas in academic. scientific. or business communities

Status: Impress or gain the respect of friends, family and community by the nature and/or level of responsibility
of my work

Independence: Be able to determine the nature of work without significant direction from others; not hayc to
follow instructions or conform to regulations

Challenging Problems: Engage continually with complex questions and demanding tasks, trouble-shooting and
problem-solving as a core part of job

Help Others or Society: Be involved in helping people directly, either individually or in small groups
Creativity (general): Create new idcas, programs, organized structures or anything else not following format
developed by others

Affiliation: Be recognized as a member of a particular organization
Competition: Engage in activities which pit my abilities against others

Make Decisions: Have thc powcr to decide courses of action, policies, etc.a judgement job
Power and Authority: Control the work activities or (partially) dcstinics of othcrs

Job Tranquility: Avoid thc pressures and the "rat race" in job role and work setting
Professional Competence: Demonstrate a high degree of proficiency in job skills and knowledge; show above-
average effectiveness
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Sorting The Motivated Skills Cards 6 Steps
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Transferable Skills
Transferable skills (also known as functional/transferable skills) are those skills which can be applied in many

situations. These skills are versatile, and Iransjer well to other types of work and leisure activities, even when the specific
work content may be new or unfamiliar.

Check any transferable skill you can claim. As you work, think about whether you used these skills primary with
people. data or ideas. things or processes. If you are reminded of an achievement, jot the transferable skill and the
achievement on the back page.

o Acting /
performing

o Acting as liaison
o Administering
a Advising
0 Analyzing
o Anticipating
o Applying
o Appraising
a Arranging
o Assembling
o Asserting
o Assessing
o Auditing
u Balancing
o Bargaining
a Budgeting
a Buying
a Calculating
o Caring
o Carrying
0 Charting
o Choosing
o Classifying
o Cleaning
o Coaching
a Collecting
o Communicating
o Comparing
o Compiling
o Comprehending
a Computing
o Concentrating
o Conceptualizing
o Confronting
o Connecting
o Consolidating
ci Constructing /

building
o Controlling
a Coordinating
u Copying
a Corresponding

o Counseling
o Creating
o Cultivating
o Dancing
o Decision making
o Defining
o Demonstrating
o Designing
a Developing
o Discovering
o Displaying
o Drawing
o Drilling .

a Enduring
ci Entertaining
ci Establishing
o Estimating
ij Evaluating
o Expediting
0 Explaining
a Facilitating change
a Feeding
ci Feeling / dealing

with feelings
o Filing
o Fine-tuning
0 Fitting
ci Following /

following through
a Foreseeing
o Forging
o Formulating
u Fund-raising
o Gathering
o Generating ideas
o Goal-setting
o Grinding
a Growing / raising
a Guiding
ca Handling

o Harvesting
ca Helping

o Illustrating

o Imagining /
fantasizing

o Implementing
o Improvising
o Influencing
o Initiating
o Innovating /

inventing
o Inspecting
o Inspiring
ci Installing
ci Interacting
o Interpreting
o Interviewing
o Inventorying
o Investigating
o Judging
o Leading
o Lifting
o Loading
o Locating
ci Maintaining
0 Making

arrangements
o Managing
a Manipulating
ci Measuring
o Mediating
ci Memorizing
o Mentoring
o Modeling
o Monitoring
a Motivating
o Moving
o Navigating
o Negotiating
o Nurturing
ci Observing
o Operating
o Organizing

Painting
o Perceiving
o Persisting ,.;; 3 7
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a Persuading
o Photographing
a Placing
o Planning
o Planting / seeding
o Playing
o Precision working
ci Preparing
o Printing
a Problem solving
o Processing
o Producing
o Producing art,

music or skilled
crafts

o Programming
ci Promoting
o Proofreading /

editing
ci Protecting
0 Pushing / pulling
a Questioning
o Reading
o Reasoning
o Reconciling

Recording
o Record-keeping
ci Recruiting
ci Remembering /

recalling
o Repairing / fixing
o Reporting
o Researching
o Restoring
o Retrieving
o Reviewing
o Rewriting

Risking
o Scheduling
o Selling / marketing
o Sensing
o Serving / attending
o Setting up

a Shaping
a Shipping
o Simplifying
a Sketching
o Socializing
o Sorting
o Speaking
a Stage shows
o Steering
a Studying
o Supervising
o Synthesizing
a Tabulating
o Taking

instructions
o Talking /

conversing
o Teaching / training
o Tending animals
a Testing
o Translating
a Traveling
a Treating / nursing
o Troubleshooting
o UMfy ing

o Updating
o Using mechanical

skills
o Using physical

skills
o Visualizing
o Volunteering
o Washing
o Working
o Writing
ci

a

ci
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BIBLIOGRAPHY OF ASSESSMENT INSTRUMENTS

Personality Assessment

1. Please Understand Me, computer version , Cambridge Educational
2. Multidimensional Personality Inventory, Psychological Psoftware Co.
3. Personality Profile 2, computer version, Psychological Psoftware Co.
4. Myers Briggs Type Indicator Form F, Consulting Psychologists Press

Values Assessment

1. Values Search, computer version, The Guidance Shoppe
2. COPES, EdITS
3. What Motivates You, EAT

Interest Assessment

1. W.R.I.O.T.,JASTAK
2. Reading-Free Vocational Interest Inventory, Elbern Publications
3. COPS, EdITS
4. Vocational Preference Inventory, PAR
5. Self-Directed Search , PAR
6. Choices, computer based, Fl Dept of Ed
7. OVIS II, The Psychological Corporation

Academic Assessment

1. TABE , McGraw Hill
2. WRAT, JASTAK
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Aptitude Assessment

1. TAP, Talent Assessment, Inc.
2. CAPS, EdITS
3. Apticom ,Vocational Research Institute

Employability Skills

I. T.I.P.S. ,computer version, Center for Career Development
Services

2. The Right Resume Writer, Career Development Software
3. The Micro Art of Interviewing, The School Co.
4. Resume Maker Deluxe, Individual Software
5. Setting Career Goals the Micro Way, Career Development

Software

Career Exploration

1. Choices , EdITS
2. PIC, Pictorial Inventory of Careers, Talent Assessment, Inc.
3. Occupational Outlook Handbook, computer version, Career

Development Software
4. Dictionary of Occupational Titles, JIST
5. The Enhanced Guide to Occupational Exploration, JIST Works
6. OCCU-FACTS, Career's Inc.
7. Making Vocational Choices, Holland
8. Occupational Index, McKnight
9. Worker Trait Group Guide, McKnight
N. Occupational Outlook Handbook
j11. iseeirica's 50 Fastest Growing Jobs, JIST



Intellectual Ability Assessment

1. Wonderlic Personnel Test, Western Psychological Service, Inc.
2. Los Tests Western Para Personal, Spanish version, Western

Psychological Service, Inc.
3. TONI II, PRO-ED
4. Scholastic Level Exam, Wonderlic Personnel Test, Inc.
5. BETA II, The Psychological Corporation

Miscellaneous

1. Personal History Checklist, PAR
2. Health Risk Appraisal, HRM Software Queve, Inc.
3. Decision Making and Problem Solving, Instructional

Enterprises
4. My Vocational Situation, Consulting Psychologists Press
5. Psychological/Social History Report, Psychometric Software,

Inc.
6. Reasoning ,the Logical Process, MCE Software Division
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and up4a-date desoiptions
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250 jobs, covering about 90% of all workers.
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Earnings
Training and education needed

ing Conditions
SIdlis required
Advancement opportunities
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Related jobs
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Restaurant and Food Service
Managers
(D.0 T. 185.137; 187 161-010 and .167-026. -106. -126. -206. and -210;) 319.137-014, -018, and -030)

Significant Points
While many jobs are filled by promoting experienced
food and beverage preparation and service workers, job
opportunities arc expected to be bestfor those with
bachelor's or associate degrees in restaurant and institu-
tional food service management.
Employment of wage and salary managers is expected to
increase morc rapidly than self-employed managers, as
restaurants increasingly affiliate with national chains
rather than being independently owned.

Nature of the Work
Food is consumed outside thc home in a variety of settings. Eating
places range from institutional cafeterias and fast food to elegant din-
ing establishments. The cuisine, price, and setting where the meals are
consumed vary. hut managers of these dining facilities share many of
the same responsibilities. Efficient and profitable operation of restau-
rants and institutional food service facilities requires managers and
assistant managers to select and appropriately price menu items, useboil and other supplies efficiently, and achieve consistent quality in
food preparation and service. They also must attend to the various
administrative aspects or the business, which includes recruiting.
training, and supervising an adequate number of workers.

in most restaurants and institutional food service facilities, the man-
ager is assisted by one or more assistant managers.-depending on the
size and operating hours orthe establishment. In large establishments.
as well as in many smaller ones, the management team consists of a
gown', manager, one or more assistant managers. and an executive
cluf The executive chef is responsible for the operation of the kitchen,
while the assistant managers oversee service in the dining room and
other areas of the operation. In smaller restaurants, the executive chef
may he the general manager. and sometimes an owner. In fast-food
restaurants and other food service facilitiesopen for long hours. often 7
days a week, the manager is aided by several assistant managers, each
of whom supervises a shill of workers. (For additional information, see
the llatulbo(k statements on general managers and top executives and
chefs, cooks, and other kitchen workers.)

Many restaurants rarely change their mcnu, while others make
frequent alterations. Institutional food service facilities and some

.reslaurants offer a new menu every day. Managers or executive chefs
select menu items. taking into account the likely number of custom-

:ers. and the past popularity of dishes. Other issues taken into consid-
, cration when planning a menu include unserved food left over from
;prior meals that should not he wasted, the need for variety, and the
'at ailahility of hinds due to seasonality and other factors. Managers
"Or executive chefs analyze the recipes of' the dishes to determine
food. labor. overhead costs and to assign prices to the- various dishes.
Menus must he developed far enough in advance that supplies can he
-;ordered and received in time.

On a daily basis. managers estimate food tamsumption, place or-
,fders with suppliers, and schedule the delivery of fresh food and hey-

.lerages. They receive and check the content of deliveries, evaluating
the quality of meats, poultry. fish. fruits, vegetables, and baked
goods. Managers meet with the sales representatives from restaurant
suppliers to place orders replenishing stocks of tableware, linens,
paper. cleaning supplies, cooking utensils, and furniture and fixtures.
They also arrange for equipment maintenance and repairs, and for a

iety or sers ices such as waste removal and pest control.
Managers interview, hire, and, when necessary. fire employees.

Many managers report difficulty in hiring experienced food and bev-
erage preparation and service workers. Managers may attend career
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Restaurant and food service managers work lang. irregular /wars.

fairs or arrange for newspaper advertising to expand their pool of. ap-
plicants. Managers explain the establishment's policies and practices
to newly hired workers and oversee their training. Managers schedule
the work hours of employees, making sure there are enough workers
present to cover peak dining periods. It employees arc unable to
work, managers may have to fill in for them. Some managers regu-
larly help with cooking. clearing of tables, or other tasks.

Restaurant and food service managers supervise the kitchen and
the dining room. They oversee food preparation and cooking. exam-
ining (he quality and portion sizes to ensure that dishes are prepared
and garnished correctly and in a timely manner. They also investi-
gate and resolve customers' complaints about food quality or service.
They direct the cleaning of the kitchen and dining areas and the
washing of tableware, kitchen utensils, and equipment to maintain
company and government sanitation standards. They monitor the
actions of their employees and patrons on a continual basis to ensure
the health and safety standards and local liquor regulations artobeyed.

Managers have a variety of administrative responsibilities. In
larger establishments, much of this work is delegated to a book-
keeper; in smaller establishments, including most fast-lOod restau-
rants, managers must keep records of the hours and wages of em-
ployees, prepare the payroll. and do paperwork to comply with li-
censing laws and reporting requirements of tax, wage and hour. un-
employment compensation, and Social Security laws. They, also
maintain the records of supplies and equipment purchased, and en-
sure that accounts with suppliers are paid on a regular basis. In addi-
tion, some managers record the number, type, and cost of items sold
to exclude dishes that are unpopular or less profitable.

Many managers are able to ease the burden of recoWkeeping and
paperwork through the use of computers. Point-of-service tl'OS)
systems are used in many restaurants to increase employee produc-
tivity and allow managers to track the sales of specific menu items
Using a POS system, a server keys in the customer's order and the
computer immediately sends the order to- the kitchen so preparatUm
can begin. The same system totals checks, acts as a cash register and
credit card authorizer. and tracks daily sales. To minimize food cost
anti spoilage, many managers use inventory tracking software to
compare the record of daily sales from the POS with-a record of pres-
ent inventory. In some establishments, when supplies needed for the
preparation of popular menu items run low, additional inventory can
he ordered directly front the supplier using the computer. Computers
also allow restaurant and food service managers to more efficiently
keep track of employee schedules and pay.

Managers are among the first to arrive and the last to leave. At
the conclusion of each day. or sometimes each shill, managers Ialh
the cash and charge receipts received and balance then' avainsi therecord of sales. They are n;sponsible for depositing the day's receipt!:
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at the bank, or securing it in a safe place. Managers arc also respon-
sible for locking up, checking that ovens. grills, and lights arc off.
and switching on alarm systems.

Working Conditions
Evenings and weekends are popular dining periods, making night and
weekend work common. Many Managers of institutional food service
facilities work more cOnventional hours because faetory and office
cafeterias are generally open Only on weekdays fOr hreakfast and lunch.
However, hours are unpredictable. as managers may have to fill in for
absent workers on shoo notice'. It is common for restaurant and food
service managers to work 50 to 60 hours or more per week.

Managers often experience the pressure of simuhaneously coordi-
nating a wide range of activities. When problems occur, it is the re-
sponsibility of the manager to resolve them with minimal disruption to
customers. The job can he hectic during peak dining hours, and dealing
with irate customers or uncooperative employeescan be stressful.

Employment
Restaurant and food service managers held about 493,000 jobs in
1996. Most managers were salaried workers, but many others were
self-employed. Most worked in restaurants or for contract institu-
tional food service companies, while a smaller number were em-
ployed hy educational institutions, hospitals. nursing and persOnal
care facilities, and cis ic social, and fraternal organizations. Jobs are
located throughout the country, with large cities and tourist areas
providing more opportunities for more formal dining positions.

Training, Other Qualifications, and Advancement
Many restaurant and food service manager positions are tilled by pro-
moting experienced food and beverage preparation and service workers.
Waiters. waitresses, chefs, and fast-food workers demonstrating poten-
tial tOr handling increased responsibility sometimes advance to assistant
manager or management trainee jobs when openings occur. Executive
chefs need extensive experience working as a chef, and general manag-
ers need experience working as assistant manager. However, most food
service management companies and national or regional restaurant
chains also recruit management trainees from 2- and 4-year college
hospitality management programs. Food service and restaurant chains
prefer to hire people with degrees in restaurant and institutional food
service management. but they often hire graduates with degrees in other
fields who have demonstrated interest and aptitude.

A bachelor's degree in restaurant and food service management
pnwides a particularly strong preparation for a career in this occupa-
ion. In 1996. more than 160 colleges and universities offered 4-year

programs in restaurant and hotel management or institutional food
service management. For people not interested in pursing a 4-year
degree, a good alternative are the more than 800 community and jun-
ior colleges. technical institutes, and other institutions that offer pro-
grams in these fields leading to an associate degree or other formal
certification. Roth 2- and 4-year programs provide instruction in sub-
jects such as nutrition and food planning and preparation, as well as
accounting. business law and management. and computer science.
Some programs combine classroom and laboratory study with intern-
ships that provide on-the-job experience. In addition, many educa-
tional institutions offer culinary programs that provide food prepara-
tion training which Can lead to a career as a cook or chef and provide a
foundation for advancement to an executive chef position.

Most employers emphasize personal qualities. Restaurant and
food service management can be demanding, so good health and
stamina are important. Self-discipline, initiative, and leadership abil-
ity are essential. Managers must he able to solve problems and con-
=trate on details. They need good communication skills to deal
with customers and suppliers, as well as to motivate and direct their
subordinates. A neat and clean appearance is a must because they
okii are in close personal contact with thc public.

Most restaurant chains and food service management companies
have rigorous training programs for their management positions.
Through a combination of classroom and on-the-job training, trainees
receive instruction and gain work experience in all aspects of the3
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operations of a restaurant or institutional food service facilityfood
preparation, nutrition, sanitation, security, company policies and
procedures, personnel management. recordkeeping. and preparation
of reports. Training on use of the restaurant's computer system is
increasingly important as well. Often, supplies arc ordered electroni-
cally and many restaurants use computers to track the popularity of
menu items. Usually after 6 months or a year. trainees receive.their
first permanent assignment as an assistant manager.

A measure of professional achievement for restaurant and food
service managers is to earn the designation of certified Foodservice
Management Professional (FMK Although not a requirement for
employment or advancement in the occupation. voluntary certifica-,
lion provides recognition of professional competence, particularly for
managers who acquired their skills largely on the job. The Educa-
tional Foundation of the National Restaurant Association awards the
FMP designation to managers who achieve a qualifying score on a
written examination, complete a series of courses that cover a range
of food service management topics. and who meet standards of work
experience in the field.

Willingness to relocate. usually to a big city, often is essential fur ad-
vancement to positions with greater responsibility. Managers advance to
larger establishments, or regional management positions within restaurant
chains. Some eventually open their own eating and drinking establish-
ments. Others transfer to hotel management positions. because their
restaurant management experience provides a good background for food
and beverage manager jobs at hotels and resorts.

Job Outlook
Job opportunities are expected to he best for those with a bachelor's
or associate degree in restaurant and institutional tbod service man-
agement. Employment of restaurant and food service managers is
expected to increase faster than the aVerage for all occupations
through the year 2006. In addition to employment growth, the need
to replace managers who transfer to other occupations or stop work-
ing will create many job openings.

Projected employment growth varies by industry. Eating and
drinking places will provide the most new jobs as the nurnber of eat-
ing and drinking establishments increases and other industries con-
tinue to contract out their food services. Increases in population.
personal incomes, and leisure time will continue to produce growth in
the number of meals consumed outside the home. To meet the de-
mand for prepared food, more restaurants will be built. and more
managers will be employed to supervise them. In addition, the nutn-
ber of manager jobs will increase in eating and drinking places as
schools, hospitals, and other businesses contract out more of their
food services to institutional food service companies within the eat-
ing and drinking industry.

Employment of wage and salary managers in eating and drinking
places is expected to increase more rapidly than self-employed managers.
New restaurants are increasingly affiliated with national chains rather
than being independently owned and operated. As this trend continues,
fewer owners will manage restaurants themselves, and more restaurant
managers will be employed to run the establishments.

Food service manager jobs are expected to increase in other in-
dustries, but growth will be slowed as contracting out becomes more
common. Growth in the elderly population should result in more
food service manager jobs in nursing homes and other health-care
institutions, and residential-care .and assisted-living facilities.

Employment in eating and drinking establishments is not very
sensitive to changes in economic conditions, so restaurant and food
service managers arc rarely laid off during hard times. However.
competition among restaurants is always intense, and many restau-
rants do not survive.

Earnings
Median earnings for restaurant and food service managers were about
$460 a week in 1996. The middle 50 percent earned between about
$320 and $630 a week. The lowest paid 10 percent earned $240 a week
tar

less,
while the highcst paid 10 percent earned over $900 a week.0 3



78 Occupational Outlook Handbook

Earnings of restaurant and food service managers vary greatly ac-
cording to their responsibilities and the type and sizc of establish-
ment. Based on a survey conducted by the National Restaurant As-
sociation, the median base salary of restaurant managers was about
$30,000 in 1995; managers of thc largest rcstaurants and institutional
food service facilities often had annual salaries in excess of $50,000.
Besides a salary, most managers received an annual bonus or incen-
tive payment based on their performance. In 1995. most bonuses
ranged between $2,000 and $10.000.

Executive chefs had a median base salary of $38,000 in 1995.
Annual bonus or incentive payments for most executive chefs aver-
aged $3,000.

The median base salary of assistant managers was $23.000 in
1995. hut ranged from $21,000 in fast-food restaurants to $27.000 in
some of the largest restaurants and food service facilities. Annual
bonus or incentive payments for most assistant managers ranged from
$1.000 to $4,000.

Manager trainees had a median base salary of $21,000 in 1995.
hut earned $30.000 in some of thc largest restaurants and food service
facilities. Annual bonus or incentive payments of most trainees aver-
aged $900.

In addition to typical benefits, most salaried restaurant and food
service managers receive free meals and the opportunity for addi-
tional training depending on their length of service.

Related Occupations
Restaurant and food service managers direct the activities of businesses
which provide a service to customers. Other managers in service-
oriented businesses include hotel managcrs and assistants, health serv-
ices administrators, retail store managers, and bank managers.

Sources of Additional Information
Information about job opportunities may be obtained from local em-
ployers and local offices of the State employment service.

Information about a career as a restaurant and food service man-
ager. 2- and 4-year college programs in restaurant andlood service
management. and certification as a Foodservice Management Profes-
sional is available from:
.1r The Educational Foundation of the National Restaurant Association. Suite
1400. 250 South Wacker Dr.. Chicago. IL 60606.

General information on hospitality careers may be obtained from:
as- Council on Hotel. Restaurant, and Institutional Education. 1200 11111 St.
NW Washington. DC 20036-3097.

For general career information and a directory of accredited pri-
vate trade and technical schools offering programs in restaurant and
food service management, write to:
or Accrediting Commission of Career Schools and Colleges of Technology.
2101 Wilson Blvd.. Suite 302, Arlington, VA 22201.
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Introduction

CHOICES is a computerized career, education, and financial aid exploration and
information system that will help you increase your self-awareness, set priorities, develop
career decision-making skills, and develop high school plans of study along with
postsecondary career and education plans. After exploring occupations based on interests
and abilities, you can get detailed information, compare occupations or even search for an
occupation related to a previous job.

This Guidebook will help you organize the information you will use in CHOICES while
searching for occupations. Your time at the computer is better spent if these decisions are
made BEFORE you begin your conversation with CHOICES. A Profile is included for you
to record your answers to the topics you decide to use. You can explore occupations by
choosing topics based on your own personal ideas, dislikes and abilities. CHOICES has 19
topics that you can use i.n your search. You may want to use only four or five topics that
are most important to you. CHOICES will search for occupations, civilian and military, that
meet these requirements and give you a list of occupations to consider. Once you get a list
of occupations, you can always request a full report and get information on each of the
topics. It's still a good idea to read about all the topics listed in the Guide so that you are
familiar with all the things that characterize an occupation.

es

What jobs are "hot" in Florida? You may want to consider Goldstar Occupations. These
have been identified as high demand/high wage occupations for Florida. These occupations
have at least 50 new job openings a year statewide and a minimum starting wage of $9.00
per hour for occupations that require some training beyond high school; some may require
a bachelor's degree for entry. You can look at the list in the Master List of Occupations.
You can also click on SEARCH, highlight Special List, and select Florida Goldstar
Occupations to get a list. Ask your counselor or occupational specialist if the latest forecast
has been completed to include Goldstar occupations requiring a bachelor's degree.

The last page of this guide gives some quick tips - step by step - to use the various databases
in CHOICES.

This Guidebook is to be used with both the CHOICES and CHOICES Cr program.
CHOICES CT will be referenced as CHOICES throughout the Guidebook.
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C OICES Planner
It's very important that you develop a career and education plan whether you are in high school
or otherwise planning postsecondary education. It is projected that 65 percent of jobs by the year.
2000 will require training beyond high school. Don't waste valuable time by taking general
courses that give you a general education which prepares you for very little in the workplace.
Take challenging courses, both academic and vocational, to ensure that you have the blend of
know how and skills needed in today's workplace. Decide on a career goal and plan the courses
you will take during high school. Don't focus on a single occupation. Many occupations require
common skills and knowledge. You may want to plan a program of study that has a core of
courses common to several related specialties. This will broaden your options when planning
your future. You should also be aware that some skills are transferable to other occupations.
CHOICES will give you the opportunity to look at skills of various occupations and compare
them.

CHOICES can help you develop high school educational plans based on information from your
CHOICES occupations search. You can also develop a postsecondary plan using information
from your CHOICES school and program/majors focus list. As you develop post high school
plans, be sure you understand how secondary programs of study link to postsecondary programs.

As you review your suggested lists, you will want to highlight occupations, schools,
programs/majors, and financial aid in which you have an interest so that you can create focus
lists. After you highlight an item on your list, click on the Planner pull down menu. It will give
you the option of adding to the focus list. The focus list(s) will be transported to the planner.

Be sure to look at the Planner while in CHOICES. It has lots of information and activities that
can help you put the puzzle pieces together as you develop plans for your future.

BESTCOPYAVAILABLE.



SCANS Skills I Observed At My Job Shadow
SKILLS

EXAMPLES YOU SAW OR WERE TOLD ABOUT

Using Systems

Using Technology

Using Tools

Using Resources

Using Information

Working Well With Others

Personal Qualities

Thinking Skills

Using Math

Using Reading/Writing

BEST COPY AVAILABLE
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THE JOB SEARCH

"Where are the jobs? How does one know where to look? Are
there any free agencies to help with job placement?"

Questions such as these arise in the mind of every job seeker.
By "mapping out" your job search, you too can find the
"treasure" of your future! Careful preparation and first-class
presentation is the KEY.

App 2.17

This booklet is like a map. It shows you the major points of
interest and hidden pitfalls along the way. It tells you what you
need to know to get where you are going. Pay particular attention
to the signs and clues along the way that will lead you in the right
direction. You must choose your own route and plan your
destination.

... "
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FINDING JOB OPENINGS

The more leads you have on jobs, the greater your chance of
getting the best possible job in your field.

Listed below are some places and ways to look for a job:

Networking. Tell the world you are looking! The U.S. Labor
Department cites that 80 percent of jobs come from networking.
Tips from friends, relatives, and anyone you come in contact with
are the easiest way to learn about jobs. Network with community
members in clubs or associations to which you belong, church
members, industry leaders, former employers or supervisors, etc.

ilit the pavement! Go through the Yellow Pages and find
places you might like to work. Plan your visits carefully and visit
these working sites and remember to dress appropriately.

Telemarketing yourself. Pick up the phone and call
companies to see if they are hiring. Keep track of contacts and
write down the names of the people that you talked with.

Private employment agencies. These agencies are a possible
source of employment leads but they involve payment of a FEE.
Be sure to read the small print on the contract and know the exact
amount of payment and any penalties which are involved if you
leave the job. (This can be a negotiating item when you accept a
job offer.)

Local agencies include AAA Employment, A Preferred Nursing
Service, Aarsonson Employment, Senior Community Service
Employment Program, Shaver Employment Agency, and Snelling
Personnel Services.

Read the newspaper. The newspaper can provide you with
valuable job leads. New products, mergers, acquisitions, etc., of
companies are indicative of its growth. Also, the classified section is
a good source for job openings under "Help Wanted." Do not rely
solely on this tool as a potential job source as many employers (an
estimated 85%) never advertise in the newspaper.
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SAMPLE HELP WANTED AD

1406 vt)!ke")(141" 47'

Mechanic. 1 years exp. in smdll foreign car repair.
HS or vocational school e req. Must have stand-, tard and metric tools. 8-5 $9.50 r hr. plus health
insurance. Ed's Auto Rei, 12 . Kendall
343-4060.

- 5 A*14-urtt muzi...
cervi.#0.ci Cedton

6"14-k

Visit school placement services. CVTC has its own
placement service through Job Service of Florida. A Job Service
representative is housed in Building A and will furnish job
openings in the area. Student Services also maintains a "Job
Board" in its office in Building A with current job openings which
employers have announced. Each program area on campus also
has a "Job Board" that is related specifically to that area.

Use public employment agencies such as:

Job Training Partnership Act Office
312 Nesbit Street
Punta Gorda, FL 33950
Phone: (813) 637-1311

Heartland Private Industry Council (HPIC)
Brevard Street
Arcadia, FL 33821
Phone: (813) 494-3157

Job Service of Florida
1205 Elizabeth Street, Suite A
Punta Gorda, FL 33950
Phone: (813) 637-6981
Job Line: (813) 637-6821

0ther places to look. The United States Armed Forces
Recruiting Offices, government personnel offices, professional
organizations, unions, and local churches are other employment
possibilities.

312
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Job Skills Information

How to Apply for and Get a Job
from Advice from an Employer on How to Get a Job

Anne Jones works for a well-known retail sales company. She has been responsible
for recruiting and selecting qualified staff up and down the West Coast. In this talk,
she shares with youth:

What employers are looking for in an applicant.
What to do to get the job.

What do you have to offer?

Before you make the effort to look for a job, take some time to think about the
great things about you. What are your strong points? Even if you haven't had a job
before, you can include experience like baby-sitting, helping at Sunday School,
being a Teacher's Assistant, receiving an award for attendance, or participating in a
dramatic performance.

Asking for the Application

It is best to go by yourself. Remember, this may be the very first impression you
make. Your dress, a friendly smile, and a nice attitude will register. Ask if the
manager is available but if he or she isn't take the application from whoever gives
it to you. Introduce yourself by saying, "My name is Tom Jones (or whoever) and I
am really interested in working here. I would like to fill out an application." Ask if
any positions are open, but even if there aren't any, get the application and return
it because that could change.

If you have an opportunity to shake hands with the manager, do so. Whether you
are a young man or woman, shake hands firmly. If they are busy, don't pressure
them with a lot of questions, just be gracious. Take the application and say thank
you.

Filling Out the Application

It is a good idea to get two applications because you might make a mistake on the
first one. Be careful to make the second one perfect. Employers don't mind giving
out two. Read the application carefully and don't rush. Go somewhere by yourself
and fill it out. Neatness is the very first thing an employer sees. If you don't have
nice handwriting, type or print it. Employers get so many applications a nice clean
application stands out..

313
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JOB APPLICATIONS

Have you ever completed a job application form? Maybe you have
completed five, ten, or even one hundred application forms in your
lifetime! On the average, research shows that most people complete
18 job applications in order to get Due job.

Sound like a lot or work? You bet. But with a lot of preparation
you can be well prepared and get that job!

Some general tips for completing the application:

VAlways read the entire application before starting to write.

VPlan ahead for any items you need to abbreviate. Decide if
you will need to attach an additional sheet of paper to
include all necessary information.

Vilave all information with you. Keep a "wallet card" with
all your vital statistics listed for quick reference.

VPrint or type your application in ink.

VDo not mark out anything on the application. If you make
an error, use correction fluid (white-out) to correct it
neatly.

t/Be sure to complete every blank. If something does not
apply to you, place "None" or N/A (not applicable) in the
blank.

%/Proofread the entire application after completion.

s/Be sure to sign And date the application.
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TELEPHONING

Telephoning to arrange a personal interview is not always the best
way to contact an employer because it does not give you a chance
to meet the employer face to face and make a good impression.
However, sometimes the "Help Wanted" ad in the newspaper only
gives a telephone number.

If you do need to call to set up a job interview, follow these
guidelines:

1. Find a quiet place from which to place your call.

2. Have all the job information with you--the information from the
ad (or from whatever source), the contact person's name, a
pencil and paper, your personal calendar, etc.

3. Begin the conversation by introducing yourself.

4. Ask to speak to the contact person or if he is not known to you,
ask for the person in charge of hiring.

5. State the purpose of your call and the specific job opening you
are interested in.

6. Use your best telephone manners. Develop a pleasing telephone
voice--you sound better if you SMILE.

. LISTEN to the information you are being given and write
down important information on dates, times, and directions to
job site.

8. Be sure to repeat the information to assure that you have
everything correct.

9. Say "thank you" before you say "good bye."
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Listed below are some possible sections your application might
contain:

PERSQNAL

You will be asked to list your name (legal name), address,
telephone number, social security number. Some applications aLso
ask what salary you expect. Be sure to write OPEN or
NEGOTIABLE in this space. You can discuss the salary issue in
the interview. You may also be asked where you heard about the
position: newspaper ad, from a friend, job posting, etc.

EDUCATION

The application may ask for your education from grades one
through post-secondary. Be prepared with dates attended, name
and address of school, major (use General if in doubt), and date of
graduation.

If you attended more than one school, list the last school attended.
For example, you attended five high schools, list the last high
school and date graduated.

EMPLOYMENT HISTORY

The application usually asks for a listing of previous jobs including
the name and address of the company, dates of employment,
position, duties, supervisor's name, beginning and ending salary,
and reason for leaving. BEWARE: Never put "Personal" as the
reason you left a job. This puts a "flag" up immediately and may
become the focus of the interview. Try to be.honest but creative--
Maybe you left the job because you "wanted a career change,"
wanted "more challenging work," etc.

Read the fine print on application forms concerning how much
employment history the employer needs. Some applications ask for
a complete history while some ask for only your past four jobs or
your employment for the past five years.
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MILITARY

If you have been in the military, complete this section in detail. If
not, write N/A.

REFERENCES

You may be asked to list three to five references who can be
contacted in order for the employer to get information about you.
Unless specified otherwise, use previous employers, supervisors,
instructors, fellow workers, etc. You might be asked to give a
character reference such as a personal friend. NEVER USE
RELATIVES OR A PERSON WHO MIGHT NOT BE EAGER
TO GIVE YOU A GOOD REFERENCE. Always ask the person if
you might use their name as a reference before you use their
name

Check your own references. To make sure that your references are
not damaging or ineffective, contact each reference in advance
and explain who might be calling and what should be left unsaid.
Role play by getting a business friend to call and pretend to check
your references.

HOBBIESIINTERESTSIEXTRACURRICUIAR ACTIVITIES

Here is your chance to express some of your personality. Many
times this section acts as an ice breaker and gets you and the
interviewer talking. Just don't overdo it by listing too many
outside interests.

OPEN ENDED QUESTIONS

These are questions that require you to write more than a simple
"yes" or "no." Always remember to be clear, concise, and positive in
your response. The employer is mainly interested in observing how
well you write, spell, and punctuate.

ALWAYS BE HONEST ON YOUR APPLICATION. WHEN
SIGNED, IT BECOMES A LEGAL DOCUMENT.
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s APPLICATION FOR EMPLOYMENT

PERSONAL INFORMATION
DATE

NAME

SOCIAL SECURiTY #

PRESENT ADDRESS

LAST FIRST MIDDLE

STREET

PERMANENT ADDRESS

crry STATE

STREET CITY STATE

l'ilMILEID.1110

IF RELATED TO ANYONE IN OUR
EMPLOY. STATE NAME & DEPT.

REFERRED
BY

EMPLOYMENT DESIRED

POSFTION
DATE YOU SALARY
CAN START DESIRED

ARE YOU EMPLOYED NOW?
IF SO MAY WE INQUIRE
OF YOUR PRESENT EMPLOYER

EVER APPUED TO THIS COMPANY BEFORE? WHERE WHEN

EDUCATION NAME & LOCATION OF SCHOOL YEARS

ATI-ENDED
DATE

GRADUATED
SUBJECTS

STUDIED

GRAMMAR SCHOOL

-

IR. HIGH SCHOOL

HIGH SCHOOL
,

COLLEGE

TRADE, BUSINESS
OR CORRESPONDENCE
SCHOOL

SUBJECTS Of SPECIAL STUDY OR RESEARCH WORK

WHAT FOREIGN LANGUAGES DO YOU SPEAK FLUENTLY? READ WIUTE

ACTIVITIES. CIVIC. ATHLETIC. ETC.
(EXCLUDE ORGANZATIONS. THE NAME OR CHARACTER Of WHOCH INDICATES THE RACE. MED, SEX MANTAL STATUS, AOC COLOR OR NATIONAL ORSON Of MEMBERS)

318 (CONTINUED ON OTHER SIDE)
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FORMER EMPLOYERS (UST BELOW LAST FOUR EMPLOYERS STARTING WITH LAST ONE FIRST)

DATE
MONTH & YEAR NAME & ADORESS OF EMPLOYER SALARY POSITION

REASON FOR
LEAVING

FROM

TO

FROM

TO

FROM

TO

FROM

TO

REFERENCES (GIVE BELOW THE NAMES OF THREE PERSONS NOT RELATED TO YOU, WHOM YOU HAVE KNOWN AT LEAST ONE YEAR.)

NAME ADDRESS BUSIN ESS

T e.AKJ

ACQUAINTED

2.

3.
(IT IS UNDERSTOOD THAT ONLY JOB RELATED DEFECTS MAY BE USED TO DENY EMPLOYMENT TO AN APPLICANT.)

PHYSICAL RECORD
UST ANY PHYSICAL DEFECTS

WERE YOU EVER INJURED? GIVE DETAILS

HAVE YOU ANY DEFECTS IN HEARING? IN VISION? IN SPEECH?

IN CASE OF
EMERGENCY NOTIFY

NAME ADDRESS PHONE NO.

I AUTHORIZE INVESTIGATION OF ALL STATEMENTS CONTNNED IN THIS APAUCATION. I UNDERSTAND THAT MISREPRESENTATION OR OMISSION OF FAcrs
CALLED FOR IS CAUSE FOR DISMISSAL. FURTHER. I UNDERSTAND AND AGREE THAT MY EMPLOYMENT IS FOR NO DEFINME PERIOD AND MAY. REGARDLESS
OF THE DATE OF PAYMENT OF MY WAGES AND SALARY. BE TERMINATED AT ANY TIME WrTHOUT ANY PREVIOUS NOTICE.

DATE SIGNATURE

INTERVIENNED BY

REMARKS

DO NOT WRITE BELOW THIi UNE
DATE

NEATNESS CHARACTER

PERSONALITY ABILITY

HIRED' FOR DEPT. POUTION

APPROVED (1 ) (2)

WILL REPORT SALARY

(3)
EMPLOYMENT MGR. DEPT. HEAD
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WINNING RESUMES
AND

COVER LETTERS
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WINNING RESUMES AND COVER LETTERS

WHAT IS A RESUME? WHY
DO I NEED ONE?

In the past a resume was a simple. rather
boring sheet of paper outlining your
experience and education with a list of
references at the end. That kind of resume
will get you nowhere today!

Today's job market is fiercely competitive
and calls for a serious sales campaign to
market yourself as a product the
prospective employer can't live without.
.A resume is one element in this sales
presentation that markets your abilities and
outlines for the employer the advantages
of giving you the job. It becomes a sales
brochure used to convince the employer
(the buyer of the product you are selling)
to grant you the opportunity of giving your
sales presentation in a face-to-face
interview.

If you are looking for a job, you

.
have to be your own

salesperson. Don't be
afraid to toot your own

±1' -----. horn. Show potential
employers how you can

help them. Promote your skills and
abilities; otherwise no one will ever know
what a great catch you are!

Your resume should briefly outline
Who you are
what .vou would like to do
what _volt know
what you have done
what you can do for the employer

CHARACTERISTICS OF A
WINNING RESUME

Attractiveness
To impress an employer, your resume has
to look good.
'Paper: Use good quality 81/2 by 11-inch
paperwhite, ivory, gay, or buff are
preferred colors.
Clean and .error free. Your resume
must be free of typing/spelling errors,
smudges, stains, wrinldes, and creases.
'Printer/Copier. When making copies, be
sure to use a high-quality printer and/or
photocopier. Some people have their
resumes professionally printed at local
print shops.

Readability
'CAPITALIZE and/or BOLD section
headings.
Leave white space between sections.

- Use bulleted short phrases instead of
jumbled together paragaphs.
Use simple, clear language and an easy-
to-read type style and size. Compare the
following:

I opened the store in the morning, arranged

merchandise on display shelves, and kept

track of inventory. After six months, I was

promoted to assistant manager. After my

promotion, I began filling out daily sales

reporLs. I also trained new employees.
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Arranged merchandise
Kept track of inventory
Promoted to assistant
manager after six months
Filled out daily sales reports
Trained new employees



Wading
Your name, address, and telephone
number will appear at the top of your
resume.

Objective/Skills Summary
Below the heading state your career
objective. This statement should match
the description of the job for which you
are applying. If you are applying for more
than one job, change the statement
accordingly in each resume you send.
Avoid making the objective so specific
that you limit your chances for being
called for an interview. For example, can
you see why the following objective
statement would not be in an applicant's
best interest?

OBJECTIVE: Seeking an entry-level
position as an accountant in large firm that
would give me significant responsibility
and an opportunity to rise to mid-
management level within three years.

The previous statement makes it useless to
send the resume to small or medium sized
companies. Also, a large company seldom
promotes anyone from an entry-level
position to mid-management in only three
'ears. A better statement would be:

OBJECTIVE: Seeking an entry-level
position in accounting.

An advantage of writing a skills summary
statement to introduce your resume allows
the potential employer to evaluate you for
other positions that you may be qualified
for but haven't identified in your
objective. Summary statements can be
stated in paragraph form or in a short
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Inflicted list. Expanded summaries can be
included in the form of accomplishment
statements (See page36).

Education
If you have just fmished your education or
training and have very little experience,
the next section should be education. lf,
on the other hand, you have had extensive
experience in the job market, your
experience should be listed before
education. Lead with your strongest
qualificationeducation or experience.

If you have more than one school or
training facility to list, begin with the last

one you attended. State the
name of the school or
training facility, location,

and dates of attendance
(optional). In this section
include shorter training
courses, workshops,

seminars, courses in the military, and
individual courses not leading to a degree
if they are relevant to the position for
which you are applying.

Other information to be listed here might
be your class standing and grade point
average if they are impressive. If your
resume needs to be lengthened, list some
of the courses you took ni your training.
Any special projects or 'unusual
educational experiences may be included
here. Internships and apprenticeships
should be listed under work experience.

Experience
Presenting this information depends on
whether you are creating a standard
resume often called a chronological



combination resume would be a good way
to emphasize relevant skills.

Be sure to remember to make this section
persuasive by using action words to begin
short phrases illustrating your
qualifications and abilities. If you think
you are a reliable worker, prove it by
telling what experience you have that
demonstrates that you are reliable. For
example:

"Cashed up and closed shop twice a week

Using quantities, amounts, dollar values,
and percentages where they enhance what
you have done is very impressive and
convincing. For example:

'Increased advertising revenue by 50% in
a three-year period

'Organized fund-raising activity that
earned $900 for Charlotte Vo-Tech
scholarships

Activities, honors, awards, memberships,
special skills, military

This section can be
headed by any one of the
above words. The title
you use depends on what
you want to emphasize. If
you belong to community groups and have
received awards. you may want to head
this section "Awards and Memberships."
If you have played sports and served on
any committees, you may want to title it
-Activities." Actually, you could use a
section title and content specifically for
your own situation and to highlight your

Own accomplishments tild persomil
qualities that an employer might find
impressive.

Interests
Experts disagree as to the advisability of
including a personal interest section on a
resume. Personal interests might be better
discussed during the interview. However,
if your hobbies or interests are very
unusual, highly impressive, or directly
related to the job, feel free to include this
section if you have space.

References
This sections identifies people with
authority who know something about your
work habitsformer employers, work
supervisors, and teachers. Be sure your
references know that you are using them as
a reference and be sure they feel
comfortable serving as a reference for you.
Most resumes simply state:

References available upon request.

Listing references at the bottom of your
resume takes up a lot of space that could
be put to better use. Some experts advise
us to omit the reference section entirely
because interviewers do not need to be
told that references are available. Be
prepared to furnish references whether or
not you mention them in the resume.

WHAT SHOULD NOT GO
INTO YOUR RESUME?

Age, weight, height, marital status, race,
and religion should not be included in your
resume. Employers are prohibited by law



410
May not be suitable for discussion during
the interkiew.

HOW TECHNOLOGY IS
AFFECTING RESUMES

Resumes may be transmitted by fax, e-
mail, and over the Internet
to businesses in your own

I town or across the globe.
Electronic distribution of
resumes is economical,

fast, and easily accessible
and so will become more and more
popular.

Even if your resume is not sent
electronically, it may still need to be
computer-friendly because
many companies use ill
computers to scan, read,
screen, and file resumes to
avoid the time and cost of
sorting through their resume stacks by
hand.

Electronic resumes differ from paper
resunie'. in the following ways:

Alv, avs put your name as the first line of
,acil page of the resume.
I !se white paper for the best results.
Provide a laser-printed original if

possible.
-1 ;se standard typefaces such as Helvetica
and Times Roman.
Do not use a two-column format.
Avoid graphics, boxes, shadows,
underlines, and italics.
Put e-mail addresses on a separate line to
avoid confusion with street address.
'List employers before achievements.

BEST COPY AVAILABLE

- Connect dates horizontally (19XX
19XX), not vertically.
Spell out words.

- Use nouns (keywords) rather than verbs
and the more keywords your resume
contains the better your chances of being
chosen.
Keywords are words used to label the job
yourself, and skills. They may be job
titles, degrees, skills that relate to a job,
personal traits, and other "buzzwords."
Example: Administrative Assistant with a
BA in English who is a self-starter and can
handle such computer programs as Excel,
WordPerfect, and Word on a PC.
(See page 34 for a sample list of
keywords.)

DON'T PROCRASTINATE!
BEGIN PREPARING YOUR
RESUME TODAY!

Preparing a winning resume will take an
investment of your time. This investment
will be worth the effort when you fmally
complete your own marketing brochure!
The following steps may help you
organize the process:

BarAnalyze your accomplishments. Write
down everything you have ever done that
produced results. Brainstormdon't leave
out anything!

mtet these ideas "sit" overnight.

fc-4-Go over your ideas again. Highlight
everything that could apply to the position
for which you are now applying in order to
make your resume focused.

gar Select a resume model and format.



DIANA VELEZ
215 Wisteria Drive

Westbrook, ME 04092
(207) 555-1234

OBJECTIVE

To obtain a challenging position in the field of accounting

EDUCATION

Candidate for A.S. degree in Accounting, Andover College, May 199_

EXPERIENCE

Office Manager, Smith and Jones, Portland, ME (199_present)
* Run office, pay all bills
* Order all supplies for lab and office
* Keep the books and do the quarterly reports

Owner, Harris' Custom Designs, Westbrook, ME (1981-1991)
* Supervised five employees in construction and installation of draperies
* Worked with designers and private clients
* Measured and estimated jobs
* Kept books, did payroll, made quarterly reports

Front-End Supervisor, Bradlee's, Westbrook, ME (1973-1976)
* Supervised cashiers and service desk
* Did all scheduling
* Trained all new employees

Bookkeeper, Consumers Gas, Portland, ME (1964-1967 and 1977-1979)
* Responsible for billing, accounts receivable, accounts payable
* Scheduled deliveries of bottled gas
* Sold appliances and fire and safety equipment from sales floor

AWARDS AND ACTIVITIES

President, Andover College Student Senate, 199_
Who's Who Among American Junior College Students, 199_
Dean's List, Andover College, all four semesters
Member American Business Women's Association

Figure 3-10. Diana Velez's Standard Resume (Chronological)
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AVOID these
common cover

letter errors

Do not address cover letters with the salutation "Dear Sir." Many hiring
managers are women

Do not include a photo with your cover letter and resume.
Do not handwrite your letter or add handwritten changes to your resume.
Do not forget your signature. Believe it or not, it is easy to overlook signing your

letter.

Review your letter carefully. Ask a friend or relative to check it for spelling and
grammar. Use the dictionary and spell-check program on the computer.

Do not overuse the word 1. Emphasize the company to whom you are writing.

Don't forget to include your phone number.
Avoid awkward phrasing. Write simply and directly as if you were having a polite

conversation

Avoid abbreviations.
Don't forget to enclose your resume!

Do not overwrite. Your cover letter should be no longer than one page.



14 Andover Street
Somersworth, NH 03878
April 21, 199_

Ms. Molly Bloom
Shaw, Joyce and O'Casey
782 Elm Street
Manchester, NH 03063

Dear Ms. Bloom:

I would like to apply for the position of legal secretary that was advertised through the Placement
Office of Hathaway College.

I graduated from Hathaway College in 1986 with an AS degree in secretarial science. Since
graduation I have been working for the law firm of Arthur, Wing and Pinero in Somersworth.
At Arthur, Wing and Pinero I do routine typing and prepare legal documents on an IBM-PC. My
resume is enclosed.

I will be happy to come to Manchester for an interview at any mutually convenient time. If my
qualifications are the ones you are looking for, please call me at (603) 555-4332.

Sincerely,

nu,todkj
Melody Moonbeam

End.

Figure 4-1. Melody Moonbeam's Direct Pattern Cover letter
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It's Electrifying!
New Online Resume Book Reveals All!

ONLINE RESUME TIPS
Make your resume as text-
intensive as possible to ensure
the maximum number of key-
word "hits" when employers do
a search for candidates.

To ensure a successful scan, stick
to simple fontsI2-point Times,
Helvetica, or Bookman. Do not
use boldface, italic, graphics, or
bullets.

Use plain, white paper, original
and first generation copies only.

These are just a few of many tips you'll
find in our new book Cyberspace
Resume Kit (PST, ©1999). In addition,
the book contains sections on resumes
for college students, federal employ-
ees, and transitioning military person-
nel, and we provide a comprehensive
review of 80 sites for posting your
electronic resume. There are also
samples of actual
resumes and
interviews with
experts in online
recruitment to help
you succeed in the
exciting world of
electrqnic job
search.

11

By Mary B. Nemnich and Fred E. Jandt, coauthors of the new JIST book
Cyberspace Resume Kit and coauthors of Using the Internet and the
World Wide Web in Your job Search.

When was the last time you wrote a resume? If it's been a while, you may not be
aware of the revolution in resume writing that has taken place since the advent
of the Internet and World Wide Web. In the current job market, employers are
increasingly turning to the Internet to find candidates. To simplify the process of
getting applicants online, many of those same employers are looking for a new
type of resume from job seekers: the electronic resume. Electronic resumes are
resumes that can be read by a computer. The rules for preparing an electronic
resume differ in significant ways from the traditional, or paper resume.

E-mail is one of the most common means of submitting a resume electronically.
If a company requests a resume by E-mail, the resume you send must be written
in ASCII (American Standard Code for Information Interchange), a text-only
format that is recognizable by a computer. ASCII resumes contain no special
formatting like boldface, italic, special fonts, or graphics. E-mail resumes can be
read only one screen at a time, with limited space on each screen. TIPS: Put
your main selling points at the top of the resume in an attention-grabbing
summary section. Follow this with a traditional resume format. Use simple fonts
and make your resume left-justified.

The HTML resume permits you to use graphics,
colors, photos, and even animation and sound in
your document. (HTML stands for Hypertext Mark
Up Languagethe language that allows creation of
World Wide Web documents). HTML resumes are
jazzy and interesting and generally longer than any
other type of resume. They also can contain links
to other areas of interest. TIPS: Keep links to a
minimum. Avoid putting photos of yourself or
family members on your resume. Keep it simple,

with a plain background and limited
graphics.

Another type of electronic resume is
the scannable resume. Many
companies now utilize resume
scanners to manage their resume pool. Simply put, scanners take
an image of your paper resume and convert it into language that
can be stored on a computer. When a job opening occurs, the
computer can "read" the collection of resumes, using a process

4
called OCR (Optical Character Recognition). OCRs have an
artificial intelligence feature that can recognize millions of
keywords. The OCR looks for certain keywords on the resumes
in the database and selects those that most closely match the
employer's criteria.



THE JOB INTERVIEW

Congratulations! You have made it through all the obstacles by
following the "map of your job campaign" and you are almost at
the end of your search.

The job interview is the next path to take on your search for the
hidden treasure. Just what is an interview and what should you
expect? The following clues will help you to make the right choices
in your search.

THE INTERVIEW

Just hearing those two words makes most people a little
worried. The palms get sweaty, the hands start shaking,
the mouth gets dry. These are normal reactions to the
hidden pitfalls of the job campaign. No one gets a job
by just doing the paperwork--an employer wants to Bee
what he is getting. You can look great on paper, but if
you do not succeed in the interview, you will not get the job.

An interview could mean many different things to many different
employers. For example, it could be a five-minute chat with a
supervisor while he/she is stocking shelves or it could be a two-
hour in-depth discussion with a panel of interviewers. Therefore,
you must be prepared for anything. Most importantly, remember
that the interview is a two-way street. You can and should ask
questions of the interviewer along with answering his/her
questions.

App 2.21

An interviewee who communicates well and sells his/her special
skills is a rare find. Read on to find out how to become that rare
find.



a good night's sleep before the interview.

vEr Pla n your interview outfit the night before.
Check the outfit for wrinkles, stains, tears, etc.
T;(! _your iron if necessary. Things always look better when

pressed.

4te.1 )ress Conservatively. Dress for success manuals always stress
Jiat A.T1 interviewee should dress fbr a position one step higher
han what he/she is applying for. Ladies: a suit is always

:.Appropriate. Slacks are never appropriate for a husiness intervi.ew.
Plain colors in shades of gray, blue, ivory, and brown are top
choices. Mcn: Reach for the top. Wear a suit for a professional
)(Nei jab. (Charcoal gray suit with a maroon color tie is top choice.)
For other job levels, a shirt/tie sport coat combination may be
appropriate. If you are applying to become an auto mechanic, you
don't have to wear a tie, but nice trousers and a clean sport shirt
will sell a neat, clean image to any employer! Remember,
appropriate dress depends upon the position/field you are
applying for.

4r13e well groomed. Employers check out items such as:
Hairis it neat, clean, and well kept?
Makeupa little goes a long way. Too much mascara

can make you appear to be a frequent rest room
ft* visitor, fiir touch ups!

Nailsa meticulous employee has time to keep his/her nails
' in good condition. (Ladies: dark nail polish does not

W. 4 make a good impression in an interviewgo with the
lighter shades or clear.

A .- 6/ Shoesemployers notice if shoes are polished and well taken
care of. FIINT: If you take care of the details in your
grooming, you will probably take care of the details on
the job.

ostr A rrive about 10 minutes early fbr the interview and check in
with the receptionist.

mir Have your resume with you even if you have already mailed
one to the employer. The original resume might have been
misplaced.

BEST tOPY AVAILABLE
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Listed below are a few sample questions which interviewers
frequently ask in interviews. Practice answering these questions
out loud while looking at yourself in a mirror. You are your best
critic.

[71 Last month, how many days of work or school did you miss?

O Tell me about yourself.

Why do you want to work here?

O Where do you see yourself in five years?

ri Why should I hire you?

O What are your strengths?

O What are your weaknesses?

How do you spend your spare time?

[1 Why did you leave your last job?

What do you know about our company?

0 What was your favorite subject in school? Least favorite?

[71 How are you qualified for this job?

iJ How did you come to choose this field?

CI What did you like most about your last job? Least?

Do you have any questions for me? (SURE YOU DO! Read on)

3 3



or Take a pen or pencil in order to record any information the
prospective employer might give.

lir Know something about the company and be able to carry on an
intelligent conversation with the interviewer. HINT: If you do not
know anything about the company, call the Chamber of
Commerce.

lir Go to the interview alone. NEVER take your parents, friends, or
children with you.

to-Be pleasant to the receptionist.

or When you enter the interviewer's office, greet him/her with a
smile and introduce yourself. If he/she offers a hand, be sure to
shake hands firmly. WAIT until the interviewer asks you to be
seated before you sit down.

lir Use good posture. Lean slightly forward toward the interviewer.
This posture shows interest and enthusiasm.

to-Never chew gum, smoke, eat, or drink during an interview.

to-Avoid annoying mannerisms such as nail biting, playing with
hair, etc.

flor Look the interviewer in the eye. Failure to do so might be taken
as an unfriendly gesture or even an untrustworthy personality.

oir Have a positive, enthusiastic attitude.

or Let the interviewer take the lead in the interview but please
offer, additional information when appropriate.

or Thank the interviewer for the interview.

to-Ask appropriate questions for following up on the interview. For
example: "When will you be contacting me?"

Now that you have a general idea of how to present yourself
in an interview, let's look at some sample interview
questions.

READ ON!
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Yes, you have a right to ask questions in an interview. These
questions might include:

What are the job duties and responsibilities?

What are the fringe benefits?

Who would be my supervisor?

Does the job require travel?

What are the working hours? Any overtime?

What are the chances for advancement on this particular job?

When will I begin?

What is the starting salary?

Is it possible to transfer from one division to another?

Could you give me a tour?

What sort of person do you hope to hire for this job?

What is a normal routine of this job?

How would I be trained or introduced to the job?

What is the rate of turnover in this work at your company?

How does this work area fit into the company as a whole?

Many employers have established criteria for desirable
candidates and perform some type of evaluation for each
candidate interviewed. The following is a sample job
interview evaluation form. It is used for the 'Wtock
interview" here at Charlotte Vo-Tech.
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JOB INTERVIEW EVALUATION

I. GIVES AND RECEIVES APPROPRIATE AND ACCURATE INFORMATION
Poor Avg.

A. Describes work skills
B. Uses appropriate terminology
C. Gives bri'ef but complete answers
D. Conveys interest and enthusiasm
E. Asks relevant questions about the company and the position

II I IAS APPROPRIATE APPEARANCE/ MANNERISMS/ ATTITUDE

A. Is neat, clean, well groomed
B. Wears appropriate attire
C. Maintains good eye contact
I). Displays effective txxly language
E. Presents positive attitude
F. Refrains from exhibiting nervous or distracting mannerisms

III. HAS GOOD VERBAL SKILLS

A. Introduces self correctly
B. Has good voice volume
C. Has clear enunciation
D. Expresses ideas clearly enough to be understood

IV. ENTERS AND EXITS CORREC I LY

A. Walks in briskly
B. Waits to be asked before being seated
C. Gives firm handshake
D. Handles personal items properly
E. Handles resume properly
F. Takes "cue" to end interview
G. Thanks interviewer for interview
H. Asks appropriate questions for following up on job

I. Exits gracefully

SisUDENT NAME DATE

Comments:

BEST COPY AVAILABLE 334



IOLLOW-UP LETTER

The final stage of the interview process is the FOLLOW-UP
LEITER.

When top-level executives were surveyed, it was discovered that
only one percent (1%) of prospective employees remembered to
send a follow-up or thank-you letter. Interviewers say that the
thank-you letter is a definite plus! BE IN THE 1% CLUB--SEND
THAT THANK YOU!

rhe letter can be quite short and to the point. Send it on your own
...,tafionery, either typed or handwritten, immediately after the
interview.

SAMPLE FOLLOW-UP LETTER

619 Appleyard Way
Pensacola, Florida 32503
May 10, 1993

Mr. Andrew Smith
Engle's Roofing Company
1800 Papafox Street
Pensacola, Florida 32502

ZThe StutectI°Set!ITry.letsing t°
a (firgyou are

person,

Thank you for taking time to talk with me on Friday. The
clerk-typist position that we discussed interested me greatly. I
helieve I have the qualifications to do the job well and hope that
you will consider me for the position.

..ar Mr. Smith:

Don't F°rfet
the Heacling

I look forward to hearing from you. Thank you again for
your time and consideration.

toc'
F,:e6

Sincerely,

Penny Page

3 5
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LETTER TO A LOSER

Dear Loser:

This morning you asked me for a job. I do not think you were
happy with my answer, but you did not look too surprised. This
was not the first time, was it?

Perhaps you think I turned you down because you are a recent
graduate. You are dead wrong. I hired a recent graduate today,
and you saw her--what was so great about her? She tried harder.
She wanted that job badly enough to try to impress me. That is
why she got the job.

You see, people who hire other people are "squares." We have
ancient ideas about lots of things. But we are the ones who sign
the checks. If you really want one of those checks, you'd better get
on the ball. You get a job today the same way you always did--size
up the situation, see what the employer wants, polish your shoes,
wear a clean outfit, and try to seem eager to please. Appearance
and personality still count. Some things stay old fashioned.

The next time you enter an employer's office, remember this: He is
interested in his own problems, not yours. If he hires you, he
will expect to pay you for the service you give--he is not giving you
charity. He wants someone who can and will do the job and do it
well, as though it really mattered. Losers are a dime a dozen.
Employers have to look for a worker who can convince them that
he will go the extra mile if necessary to give them the kind of help
they want. It figures; a smart and willing employee is money in
the boss's pocket.

So get with it! With the right appearance and attitude, next time
you will be a winner.

Sincerely,

The Employer
331;
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Overview

This report presents an analysis of projected changes in population. labor force, and employment by

industrY and occupation for Florida between 1995 and 2005..

Florida continues to be one of the fastest-growing states in the nation. The state's population is
projected to reach 16.8 million by the year 2005. Despite a relatively high growth rate in the 1980s.'

Florida's population growth rate is expected to slow over the 1995 to 2005 period., This slowdown in the

zrowth rate is mainly due to fewer people migrating to Florida combined with a relatively low overall

birth rate and relatively high mortality rate.

As Florida's popUlation continues to increase, its structure will shift toward fewer children and youth

with a growing proportion of middle-aged and older persons. Florida's population distribution by

ender will remain relatively constant.

Florida's labor force will continue to grow at a rate approximately twice that of the national average and

is expected to reach approximately 8.6 million by the year 2005. However, its growth rate between the

ears 1995 and 2005 is expected to be slower than that of the previous two decades-1975 to 1995. The
slower growth rate is .expected since large segments of the female and minority population have already

joined the labor force.

Florida's labor force participation rate is expected to rise to 65.6 pet-Cent by 2005. uP from 62.0 percent.

in 1995. Increased participation is due to improved job opportunities available to .both women and

ethnic minorities. In addition, Florida's recentlyenacted welfare-to-work law is expected to provide

additional incentives for individuals to enter the labor force. 7

The state's employment is projected to grow nearly twice as fast as that of the nation, increasing to over

8 million jobs by the year 2005. The primary growth in employment is expected to be in the service-

producing industries (including self-employed), accounting for more than 9.of every 10 jobs created in

Florida betwee» 1995 and 2005. Employment in the service-producing sector will be led by the trade

and services industries, which will represent. 76.5 percent of growth in service-producing
employment. The expected rise in the demand for services, and consequently for service-producing

employment, is due mainly to an increase in the number of two-income families with more disposable

income to spend.

Real personal income has grown an average of 2.6 percent annually forthe 1990-1995 period. it is

projected to increase to an annual average of 4.2 percent over the 1995-2005 period. Real per capita

income, a measure of the average standard of living, is also expected to increase by an average. of

2.0 percent annually o.ver the forecast horizon. 1995 through 2005. These expected increases coupled

with Florida's increased population base will drive up the demand for goods and services. Ultimately.

these economic factors will result in increased demand for labor particularly in the service-producinlY

and the housing construction industries.
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EDISON COMMUNITY COLLEGE

WELLNESS ACTIVITIES PROGRAM

In an effort to better serve our student population, the Student Development
Office will soon be offering wellness sporting events and additional special
events. This survey is designed to give students the opportunity to determine the
events for which they would be most interested in participating. Please take a
few moments to complete this short survey and return it to the information desk
by July 21, 1997. Thank you for your time and your valuable input.

GENDER: Male Female

AGE: Under 20_ , 20-29 , 30-39 , 40-50_, 50+_

1) What Wellness Programs would you like to see developed over the course
of the next two years? Please mark your top preferences one through five, with
one being the highest.

Basketball Softball Flag football

Soccer Indoor Volleyball Golf

Ultimate Frisbee Tennis Arena football

3 on 3 basketball 2 on 2 volleyball Aerobics

Cardiovascular training Self-defense

Others

2) On what types of teams would you participate? ( You may choose more than
one)

Men Women Co-ed

0 4 3
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,3) Who would you like to see participate in the Wellness Program? ( Check all
that apply)

ECC students ECC faculty ECC staff

FGCU students FGCU faculty FGCU staff

4) What days and times would you prefer activities to be offered? Please use
the following key AM= mornings, EPM= early afternoon, EVE= evening,
LPM= night, utilize all that apply.

MON TUE WED THUR FRI

5) What other recreational programs and activities would you like to see offered
or developed?

344
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Children Programs contact the NAFC office at:

660 9th St. N.
Suite 35
Naples, Fl 34102
(941) 649 5260
Fax: (941) 263-8803
E-mail: nafc g naplesfla.com
internet:http://www.naplestla.com/nafc

CONTACT YOUR LOCAL INTERAGENCY COUNCILS

CONTACT YOUR LOCAL MENTAL HEALTH
ASSOCIATION

CONTACT YOUR LOCAL UNITED WAY OFFICE

CONTACT YOUR LOCAL CHAMBER OF COMMERCE

CONTACT YOUR LOCAL HUMAN RESOURCES
ASSOCIATION

CONTACT YOUR LOCAL PARTNERS IN EDUCATION

CONTACT YOUR LOCAL ECONOMIC DEVELOPMENT
COUNCIL

CONTACT YOUR LOCAL DENTAL ASSOCIATION

CONTACT YOUR LOCAL MEDICAL MANAGERS
ASSOCIATION

CONTACT YOUR LOCAL COUNTY HEALTH
DEPARTMENT

CONTACT YOUR LOCAL DIAL-A-NURSE

6 4 5



SUBSCRIBE TO FLORIDA TREND MAGAZINE ( includes
the only statewide book of lists ie., banks & thrifts; SBA
lenders; commercial real estate companies; office & industrial
parks; construction firms; top 250 public companies; top 200
private companies; hotels & resorts; meeting & convention
facilities; airports & seaports; professional employer
organizations; public universities; daily newspapers;
advertising agencies; public relations firms; PPOs & HMOs;
for-profit & non-for-profit hospitals; accounting firms;
architectural firms; law firms; engineering firms; business &
professional associations; electric & gas utilities; woman-
owned businesses; minority- owned businesses and much
more).

To Subscribe for a free issue :
Tel: (727) 821-5800
Fax: (727) 822-5083

CONTACT YOUR LOCAL WORK FORCE
DEVELOPMENT COUNCIL

CONTACT YOUR LOCAL JTPA (JOB TRAINING
PARTNERSHIP ACT) OFFICE

34 R



COMMUNITY INVOLVEMENT RESOURCES FOR
VOCATIONAL/TECHNICAL SCHOOLS

COUNSELING FOR FUTURE EDUCATION HANDBOOK
(Florida Department of Education Tallahassee, Florida.
Intended for use in advising students about admission to Florida's
postsecondary institutions for the 1999 2000 academic year)

FLORIDA HEALTH CAREERS
Internet address http: // www. medinfo. ufl. edu/other/fhc

Additional copies $10.00 each which includes shipping &
handling:
Gulfcoast South AHEC
2650 Bahia Vista St., Ste. 108
Sarasota, Fl. 34239
(941) 361-6602
Fax: (941) 361-6612

(Features areas of specialization; work environment; job
outlook; advancement opportunities; training requirements;
licensure/certification; salary; educational programs;
professional associations and more)

THE CHILDCARE DIRECTORY OF COLLIER COUNTY
(Includes information on early childhood education programs;
afterschool programs; family support services & agencies)

For information on this directory or Naples Alliance for
Children Programs contact the NAFC office at:

660 9th St. N.
Suite 35 D
Naples, Fl 34102
(941) 649 5260

3 4 7



Fax: (941) 263-8803
E-mail: nafc @ naplesflascom
Internet:http://www.naplesfla.com/nafc

CONTACT YOUR LOCAL INTERAGENCY COUNCILS

CONTACT YOUR LOCAL MENTAL HEALTH
ASSOCIATION

CONTACT YOUR LOCAL UNITED WAY OFFICE

CONTACT YOUR LOCAL CHAMBER OF COMMERCE

CONTACT YOUR LOCAL HUMAN RESOURCES
ASSOCIATION

CONTACT YOUR LOCAL PARTNERS IN EDUCATION

CONTACT YOUR LOCAL ECONOMIC DEVELOPMENT
COUNCIL

CONTACT YOUR LOCAL DENTAL ASSOCIATION

CONTACT YOUR LOCAL MEDICAL MANAGERS
ASSOCIATION

CONTACT YOUR LOCAL COUNTY HEALTH
DEPARTMENT

CONTACT YOUR LOCAL DIAL-A-NURSE

SUBSCRIBE TO FLORIDA TREND MAGAZINE ( includes
the only statewide book of lists ie., banks & thrifts; SBA
lenders; commercial real estate companies; office & industrial
parks; construction firms; top 250 public companies; top 200
private companies; hotels & resorts; meeting & convention

34 g



facilities; airports & seaports; professional employer
organizations; public universities; daily newspapers;
advertising agencies; public relations firms; PPOs & HMOs;
for-profit & non-for-profit hospitals; accounting firms;
architectural firms; law firms; engineering firms; business &
professional associations; electric & gas utilities; woman-
owned businesses; minority- owned businesses and much
more).

To Subscribe for a free issue :
Tel: (727) 821-5800
Fax: (727) 822-5083
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HIGH TECH CENTRAL

BLOOD DRIVE

MONDAY,
.

DECEMBER 14, 099 (
,

EA

7:30 AM - 3:00 PM ,,:)

A t

fr

GIVE THE GIFT OF
LIFE FOR CHRISTMAS

THIS YEAR!!

SEE: RUTH MACPEEK

MINI PHYSICAL & CHOLESTEROL
SCREENING FOR ALL DONORS Cb

350

A
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WinFax PRO Cover Page

vs

Next Interagency Orreting-Annual Chtistmu Luncheon

Hooted Inj Moorings Park

Whet: Tuesnay, December
Whams Muusing Park

120 Moorings Park Drive

Timm 12 noon

RSVP: 262- 2011 Thema or Joanna at Aecn-Care u1nbq December 4

Reminder: Sring non-perishable Food items to the Dec meeting. These will be Oven to needy families for Christmas.

lot the Christmas luncheon, bring, along a gft For the gft exchange and place a card in our Santa basket to receive a Oft back.

At-Home Medical Claims, Phone: 941-353-7978, Fax: 1-941-353-7926

To. Sally Holland Fax Number : +1 (941) 643-7462

From : Sharon Schindell Pages: 1 !Date: 11/28/98
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